COMMONWEALTH of VIRGINIA

DEPARTMENT OF SOCIAL SERVICES
June 23, 2004

TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF) PROGRAM
TANF Transmittal 25

This transmittal contains changes and clarifications related to the Temporary Assistance

for Needy Families (TANF) Program. This transmittal is effective July 1, 2004. The revisions
are listed below followed by a discussion of the changes by topic:

Fair Hearings

Immunization Penalty

Living With a Specified Relative

Child Absent from the Home

Alienage

Emergency Assistance (EA)

Workforce Investment Act (WIA)
Earned Income Disregards

Lump Sums

Beginning Date of Assistance (BDOA)
Time Standard for Processing Applications
Reporting and Verification Requirements
Lost/Stolen Checks

Transferring Cases

Repayment Procedures

Handling of Support Payments Collected by the State
Community Work Experience (CWEP)
Full Employment Program (FEP)
Targeted Employer Grants (TAG)

Forms

Index

Fair Hearings — Sections 105.1, page 1, and 105.3, page 4, revised the requirements for
filing a fair hearing request. A fair hearing request may be made orally or in writing to
either the local agency or the state. Previously, a written request was required. ADAPT
TANF notices of action have been updated to include this information.
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Immunization Penalty — A clarification has been added to Section 201.1, page 2,
regarding when the immunization penalty should be applied. Effective July 2003, the
renewal period for TANF cases was increased to 12 months; therefore, the “Immunization
Status” code in ADAPT will be looked at in the 12" month following notification and,
when appropriate, the penalty imposed in the following month.

This change is necessary to accommodate early TANF renewals, i.e., when an application
is filed for another program. For uniformity, the policy will now provide for penalty
evaluation to be applied at the first renewal or twelve months after the initial notification,
whichever is later.

Living With a Specified Relative — Section 201.5, page 1, and Procedures Section I,
pages 2 and 3, have been revised. Under the revised policy, relationship exists when a
dependent child is living with a relative of any degree. Relationship may be by blood,
marriage, or adoption.

In Section 201.5, page 1, the name of the former AFDC-Foster Care Manual is updated to
the Title IV-E Eligibility Manual. An example has been added to Section 201.5 to clarify
when an otherwise eligible child may receive TANF while in foster care.

Child Absent from the Home — In Section 201.5, page 2, policy has been revised to
extend the timeframe from 45 days to 60 days that a child can be away from the home
before he is considered ineligible for TANF. The ADAPT system has been updated to
reflect this change.

Alienage — Pursuant to provisions of the Homeland Security Act of 2002, services
formerly provided by the Immigration and Naturalization Service (INS) have been
transferred to U.S. Citizenship & Immigration Services (USCIS) within the Department
of Homeland Security (DHS). The TANF Manual has been updated throughout to reflect
the name change.

Section 201.7.A.3, pages 1 and 1b, and Procedures Section I, page 7, have been modified
to clarify that only documents issued by the U.S. Citizenship and Immigration Services
(USCIS) are acceptable verification of alien status, with the exception of victims of
human trafficking. Documents issued by the individual’s home country, such as a
Mexican Consular card issued by Mexico, are not INS documents and, as such, do not
provide verification of the individual’s status in the United States.

Victims of human trafficking are considered as refugees for purposes of establishing alien
status. A letter from the federal Office of Refugee Resettlement is acceptable verification
that the individual is a victim of human trafficking. This clarification was originally
issued in Broadcast 1461, dated August 3, 2001. Policy and procedures concerning
eligibility of human trafficking victims are located in Section 201.7.A.2, 201.7.A.3, page
1b, and 201.7.D, page 1d, and Procedures Section I, page 7a.
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Emergency Assistance (EA) - Section 203 has been amended to simplify the EA
Program. The maximum amount granted to a family remains $500. However, essential
household equipment requirements have been removed. References to loss of family
earnings between December 1 and March 31, the mass feeding and clothing distribution,
and the actual costs of the allowable basic maintenance need were removed. The
appendix to Section 203 that listed essential household equipment has been eliminated.

Workforce Investment Act (WIA) — Policy at Section 305 and Procedures Section VII
have been revised to replace references to the Job Training Partnership Act (JTPA) of
1982 with the Workforce Investment Act (WIA) of 1998. WIA income, which is exempt,
should be entered as other unearned income in ADAPT effective July 1, 2004. The
ADAPT system has added two additional codes to identify the funding source for the
WIA income that is disregarded: WI for WIA Title I, other than on-the-job-training and
WT for WIA Title I, on-the-job-training. The JTPA codes were removed from the
ADAPT system effective April 1, 2004, as they are no longer needed. The screen entitled
“AEJTPA” has been renamed “AEWIA.”

Earned Income Disregards — The earned income disregards have been changed. The
standard work deduction will be the same standard used in the Food Stamp program.
After the standard work deduction is subtracted from the gross income, 20% of the
remaining gross income is deducted. These deductions will only be subtracted from the
countable earned income. These changes are reflected in the following sections: 305.1,
305.3, Section 305 Appendix 3, and Section 901.7.

In Section 305.1 page 15, policy has been revised to disregard the earned income of a
child that is a full or part-time student.

Lump Sums — To simplify the TANF program, lump sum policy at 305.4, pages 25 -27,
has changed. Lump sums received will be countable income in the month of receipt only.
Effective July 1, 2004 TANF assistance units will no longer be assigned a period of
ineligibility due to receipt of a lump sum. Lump sum policy on pages 28 — 32 has been
deleted.

This policy also applies to lump sums for casualty property loss; however, when the lump
sum will be used to replace damaged/lost property the lump sum will not be considered
countable income, even in the month of receipt.

ADAPT will end date all current periods of ineligibility with an end date of 06/30/04.
The Home Office will notify participants that are in a current period of ineligibility and
will notify local staff via broadcast prior to sending the notice.

Beginning Date of Assistance — Policy at 401.1, page 4, has been simplified. The
beginning date of assistance (BDOA) has been changed from the date of authorization to
the date of application. The BDOA for applicants will be the date of application when
required verification is received within 30 days following the date of application. The
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BDOA will be the 1* of the following month when verification is received by the local
agency after the 30-day period.

To further simplify policy, verbiage has been added to 305.1, page 8, and 401.1, page 4,
to allow applications to be denied for the month of application and approved for
subsequent months. Applications may also be approved for the month of application and
denied for subsequent months.

The beginning dates of assistance have been changed in examples in Section 401.3, page
4, and Section 502.2, page 3. Updates have also been made at 502.4 — 502.5, page 4a.

Time Standard for Processing Application — In Section 401.3, obsolete wording
relating to resources has been removed.

Sections 201.8, page 1; 401.2, pages 2c& 3; 401.3, pages 4 & 5; 401.4, page 7a; 401.5,
page 10a; 502.2, page 3; and 801.6, page 3 have been revised to reflect a new 30-day
application processing standard. The 30-day processing time begins the day following
the date the signed application is received.

Reporting and Verification Requirements — Policy has been revised in Sections 401.2,
pages 2a — 2b, and 401.3, pages 6b — 6¢c, to more closely parallel Food Stamp reporting
and verification requirements during eligibility determinations, renewals, and interim
reporting.

Lost/Stolen Checks — When a check is reported as lost or stolen, the local department of
social services (LDSS) must obtain three signed affidavits. Two copies are sent to the
Fiscal Processing Unit in the VDSS home office, and the third copy is to be retained in
the eligibility case record in the event an original signed affidavit is needed by the local
fraud worker. Policy in Sections 502.5.D and Appendix I to Chapter 500, pages 5 and 6,
have been revised to reflect this change.

Transferring Cases — Policy at Section 502.6, pages 5a, 6, 7, 7a, and 7b has been revised
to align transfer policy for TANF and Food Stamps.

Transferring agencies will now be required to provide recipients with a Notice of
Transfer when their case is transferred. Cases in suspension due to Interim Reporting,
temporary ineligibility for any reason (one month only), or when net support exceeds the
TANF benefit amount will not be transferred. In situations when the applicant moves,
policy has been changed to require the agency to process the application and if found
eligible, transfer the case.

Receiving agencies are now required to document receipt of the transfer-in case and the
impact of an attached Food Stamp case on the Case Record Transfer form within 5
working days. The desk review must not require information or verifications from the
recipient other than those changes required to be reported and those necessary for VIEW
participation.



Repayment Procedures — Procedures related to entering overpayment claims in ADAPT
have been added to policy at Section 503.5, page 1b. The FIPS of the originating agency
must always be entered when keying an overpayment in ADAPT.

Handling of Support Payments Collected by the State — Section 602.5, pages 4 — 6,
have been revised, replacing the “Notification Report” with the “TANF Cases, Current
Collected Support, and Expected TMPs” report. This report verifies current support paid
to the Division of Child Support Enforcement (DCSE), and displays expected TANF
Match Payment amounts.

TANF cases with net support exceeding the monthly benefit amount will be identified
with one or two asterisks. One asterisk indicates the support has exceeded the TANF
grant amount one month; two asterisks indicates the net support has exceeded the TANF
grant two consecutive months. TANF cases where the support exceeds the TANF benefit
for two consecutive months must be closed by cutoff of month two.

Policy to request a waiver from the regional specialist to use an alternate method to verify
support has been deleted. The only exception to using the “TANF Cases, Current
Collected Support, and Expected TMPs” report or the APECS system for redirected
support is direct communication with regional staff at the Division of Child Support
Enforcement.

In addition, policy at Section 401.3, page 6, net support exceeding the monthly TANF
benefit was added as a reason to suspend the TANF grant.

Community Work Experience Placement (CWEP) - Policy in Chapter 1000, page 35,
item C (1), clarifies that Food Stamps benefits must be included when calculating the
number of hours of participation for CWEP.

Full Employment Program (FEP) — FEP is a subsidized, training-oriented employment
activity for Virginia Initiative for Employment Not Welfare (VIEW) participants who
have been unable to find unsubsidized employment. Public and private sector employers
hire VIEW participants for up to six months and are paid a $300 stipend for each month
of participation, provided the participant works at least 20 hours per week. A $500 bonus
is paid if the participant is hired. Although FEP has been in effect for several years,
participation has been minimal. To increase participation, FEP policy and procedures
have been simplified. For example, instead of having to calculate the amount of the
employer subsidy and complete worksheets and invoices each month, the employer is
paid a fixed amount which is issued by ADAPT with the monthly TANF checks. Local
departments of social services are encouraged to work through existing employer
networks, such as workforce investment boards, local business organizations, chambers
of commerce, and faith-based organizations to locate employers who are interested in
accepting FEP placements. FEP policy has been added or revised in Sections, 401.3.G,
page 6, 502.5.D, page 5, 901.4 and 901.14; and Chapter 1000, pages i, 2, 4, and 27 — 34.
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If an employer reports that he has not received a FEP monthly stipend or a bonus
payment, the check replacement procedures in Section 502.5.D, page 5, and Appendix |
to Chapter 500, must be followed. It is important to note one difference, however, which
is that a FEP replacement check must not be locally-issued. It must be issued as a State
check, since no process exists for reimbursing the locality for a locally-written FEP
replacement check.

Targeted Employer Grants (TAG) — Policy regarding the TAG work component of
VIEW has been removed due to lack of funding. Chapter 1000, pages 49 — 52 have been
modified accordingly.

Forms — The Full Employment Agreement (032-02-309) has been revised to reflect new
policy. In addition, Full Employment Program (FEP) Communication Form (032-02-655)
has been created to facilitate communication of pertinent FEP information between
eligibility and VIEW workers. A copy of this form, with instructions, is located in
Chapter 1000, Appendix A, on pages 21 and 22. The FEP worksheets on pages 31-35 of
Chapter 1000, Appendix A, have been removed.

The VIEW Activity and Service Plan (032-02-302/4) has been expanded to allow use
when completing the plan for a participant in the TANF Work Activities component
which was introduced in Broadcast 2420, dated November 3, 2003. TWA is used to track
the employment-related participation of non-VIEW clients in work activities. The
Activity and Service Plan has also been changed to ensure participants are informed of
FEP provisions.

The Medical Evaluation (# 032-03-078) currently used in the TANF and Food Stamp
Employment and Training (FSET) programs has been replaced by a new Medical
Evaluation form (#032-03-654). The new form was originally developed for use by
agencies operating MedVIEW projects. The form is more comprehensive than the
current form, particularly with respect to evaluating individuals who are able to do
limited work. As such, the current form is obsolete and the Medical Evaluation form
(#032-03-654) should be used in its place. The new form is located in Chapter 1000,
pages 53 —55.

Forms used in Targeted Employer Grants have been deleted on pages 36 — 41 of Chapter
1000, Appendix A.

Index — The Index has been updated to reflect the changes made in this transmittal.

The following pages are runover pages and contain no changes: Section 305.3, page 18, Section
401.1, page 5, Section 401.2, page 2, Section 901.5, page 5a, and Chapter 1000, pages 25 — 26.

The transmittal is effective July 1, 2004. Insert the following pages into the TANF Manual:

Table of Contents, page 1, dated 7/04 (1 sheet), to replace Table of Contents, page 1, dated 12/03
(1 sheet).
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Table of Contents, page 3, dated 7/04 (1 sheet), to replace Table of Contents, page 3, dated 12/03
(1 sheet).

Table of Contents, pages 4 - 6, dated 7/04 (3 sheets), to replace Table of Contents, pages 4 - 6,
dated 7/03, 4/04, 10/00, respectively (3 sheets).

Section 100, Table of Contents, page 1, dated 7/04 (1 sheet), to replace Section 100, Table of
Contents, page 1, dated 12/03 (1 sheet).

Section 103.4, page 2, dated 7/04 (1 sheet), to replace Section 103.4, page 2, dated 6/01
(1 sheet).

Sections 105.1 — 105.2, page 1, dated 7/04 (1 sheet), to replace Sections 105.1 — 105.2, page 1,
dated 4/03 (1 sheet).

Sections 105.2 — 105.3, page 4, dated 7/04 (1 sheet), to replace Sections 105.2 — 105.3, page 4,
dated 10/02 (1 sheet).

Chapter 200, Table of Contents, page 2, dated 7/04 (1 sheet), to replace Chapter 200, Table of
Contents, page 2, dated 12/03 (1 sheet).

Section 201.1, page 2, dated 7/04 (1 sheet), to replace Section 201.1, page 2, dated 4/03
(1 sheet).

Sections 201.4 — 201.5, pages 1 and 2, dated 7/04 (2 sheets), to replace Sections 201.4 - 201.5,
pages 1 and 2, dated 10/02 and 12/03, respectively (2 sheets).

Section 201.7, page 1, dated 7/04 (1 sheet), to replace Section 201.7, page 1, dated 4/98
(1 sheet).

Section 201.7, pages 1b — 1g, dated 7/04 (6 sheets), to replace Section 201.7, pages 1b — 1g,
dated 4/98, 6/01, 4/98, 4/98, 4/98, and 4/98 ( 6 sheets).

Section 201.8, page 1, dated 7/04 (1 sheet), to replace Section 201.8, page 1, dated 7/03
(1 sheet).

Section 201, Appendix V, pages 1 and 2, dated 7/04 (2 sheets), to replace Section 201, Appendix
V, pages | and 2, dated 4/98 (2 sheets).

Section 203.1 — 203.4, pages 1 — 3, dated 7/04 (3 sheets), to replace Section 203.1 — 203.4, pages
1 - 3, dated 12/03, 12/80, and 12/03, respectively (3 sheets).

Section 203, Appendix, dated 7/76 (1 sheet) has been removed.

Table of Contents, Chapter 300, page 2, dated 7/04 (1 sheet), to replace Table of Contents,
Chapter 300, page 2, dated 12/03 (1 sheet).
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Section 305.1, pages 2 and 3, dated 7/04 (2 sheets), to replace Section 305.1, pages 2 and 3,
dated 10/00 and 7/00 (2 sheets).

Section 305.1, page 8, dated 7/04 (1 sheet), to replace Section 305.1, page 8, dated 7/00
(1 sheet).

Section 305.3, pages 15 - 18, dated 7/04 (4 sheets), to replace Section 305.3, pages 15 - 18, dated
7/03, 1/95, 7/91, and 7/91 (4 sheets).

Section 305.3, pages 20 and 21, dated 7/04 (2 sheets), to replace Section 305.3, pages 20 and 21,
dated 10/93 and 4/96 (2 sheets).

Section 305.4, pages 23 and 23a, dated 7/04 (2 sheets), to replace Section 305.4, pages 23 and
23a, dated 12/03 (2 sheets).

Section 305.4, page 24 - 24b, dated 7/04 (3 sheets), to replace Section 305.4, pages 24 — 24b,
dated 12/03 (3 sheets).

Section 305.4, pages 25 - 28, dated 7/04 (4 sheets), to replace Section 305.4 pages 25 - 32, dated
12/03, 12/03, 6/01, 7/93, 7/93, 12/03, 7/93, 7/93, 7/93, 7/93, and 12/03, respectively
(12 sheets).

Section 305.4, page 32a, dated 7/04 (1 sheet), to replace Section 305.4, page 32a, dated 6/01
(1 sheet).

Section 305.4, page 33, dated 7/04 (1 sheet), to replace Section 305.4, page 33, dated 6/01
(1 sheet).

Section 305, Appendix 3, pages 1 and 2, dated 7/04 (2 sheets), to replace Section 305,
Appendix 3, pages 1 and 2, dated 7/00 and 7/03, respectively (2 sheets).

Section 305, Appendix 4, page 1, dated 7/04 (1 sheet), to replace Section 305, Appendix 4,
page 1, dated 7/99 (1 sheet).

Section 401.1, page 2, dated 7/04 (1 sheet), to replace Section 401.1, page 2, dated 7/99
(1 sheet).

Section 401.1, pages 4 and 5, dated 7/04 (2 sheets), to replace Section 401.1, pages 4 and 5,
dated 5/99 and 7/93 (2 sheets).

Section 401.2, pages 2 - 2c, dated 7/04 (4 sheets), to replace Section 401.2, pages 2 - 2c¢, dated
12/03 (4 sheets).

Section 401.2, page 3, dated 7/04 (1 sheet), to replace Section 401.2, page 3, dated 4/04

(1 sheet).
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Section 401.3, pages 4 - 6, dated 7/04 (3 sheets), to replace Section 401.3, pages 4- 6, dated 4/04,
7/03, and 7/03, respectively (3 sheets).

Section 401.3, pages 6b and 6¢, dated 7/04 (2 sheets), to replace Section 401.3, pages 6b and 6c,
dated 12/03 and 7/03 (2 sheets).

Section 401.4 page 7a, dated 7/04 (1 sheet), to replace Section 401.3 page 7a, dated 7/03
(1 sheet).

Section 401.5 page 10a, dated 7/04 (1 sheet), to replace Section 401.5 page 10a, dated 12/03
(1 sheet).

Section 500, Table of Contents, page 1, dated 7/04 (1 sheet), to replace Section 500, Table of
Contents, page 1, dated 7/03 (1 sheet).

Sections 502.1 — 502.2, pages 2 and 3, dated 7/04 (2 sheets), to replace Sections 502.1 — 502.2,
pages 2 and 3, dated 3/00 and 10/00, respectively (2 sheets).

Sections 502.4 — 502.6, pages 4a - 7b, dated 7/04 (7 sheets), to replace Sections 502.4 and 502.6,
pages 4a and 7b, dated 7/03, 6/01, 6/01, 7/00, 12/03, 7/00, and 1/87, respectively (7 sheets).

Sections 503.5 — 503.6, page 1b, dated 7/04 (1 sheet), to replace Sections 503.5 — 503.6, page 1b,
dated 4/03 (1 sheet).

Section 503.7, pages 2a and 2b, (2 sheets), to replace Section 503.7, pages 2a and 2b, dated
12/03 (2 sheets).

Section 500, Appendix I, pages 5 and 6, dated 7/04 (2 sheets), to replace Section 500 Appendix I,
pages 5 and 6, dated 6/01 (2 sheets).

Section 602.5, pages 4-6, dated 7/04 (3 sheets), to replace Section 602.5, pages 4-6, dated 7/03,
7/03, and 10/00, respectively (3 sheets).

Sections 801.6 — 801.8, page 3, dated 7/04 (1 sheet), to replace Sections 801.6 — 801.8, page 3,
dated 10/02 (1 sheet).

Sections 901.3 —901.5, pages 5 and 5a, dated 7/04 (2 sheets), to replace Sections 901.3 — 901.5,
page 5, dated 4/03 (1 sheet).

Section 901.7 — 901.8, page 8, dated 7/04 (1 sheet), to replace Section 901.7 -901.8, page 8,
dated 12/03 (1 sheet).

Sections 901.13 —901.14, pages 11 — 14, dated 7/04 (4 sheets), to replace Sections 901.13 —
901.14, page 11, dated 12/03 (1 sheet).
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Chapter 900, Appendix 1, pages 1 - 3, dated 7/04 (3 sheets), to replace Chapter 900, Appendix 1,

pages 1 - 3, dated 7/03, 10/00, and 5/99, respectively (3 sheets).

Chapter 900, Appendix 2, pages 1-6, dated 7/04 (6 sheets), to replace Chapter 900, Appendix 2,
pages 1-7, dated 4/04, 4/04, 4/04, 4/04, 4/04, 4/04, 5/02, respectively (7 sheets).

Chapter 1000, Table of Contents, pages i and ii, dated 7/04 (2 sheets), to replace Chapter 1000,
Table of Contents, pages i and ii, dated 7/99 and 6/01 (2 sheets).

Chapter 1000, page 2, dated 7/04 (1 sheet), to replace Chapter 1000, page 2, dated 7/99
(1 sheet).

Chapter 1000, page 4, dated 7/04 (1 sheet), to replace Chapter 1000, page 4, dated 1/03 (1 sheet).

Chapter 1000, page 20, dated 7/04 (1 sheet), to replace Chapter 1000, page 20, dated 4/03
(1 sheet).

Chapter 1000, pages 25 - 35, dated 7/04 (11 sheets), to replace Chapter 1000, pages 24a — 35,
dated 6/01, 7/99, 7/00, 7/99, 7/99, 7/99, 6/01, 10/02, 7/99, 7/99, 7/99, 7/99, and 7/03,
respectively (13 sheets).

Chapter 1000, page 49, dated 7/04, (1 sheet), to replace Chapter 1000, page 49, dated 7/99
(1 sheet).

Chapter 1000, page 50, dated 7/04 (1 sheet), to replace Chapter 1000, pages 50 and 51, dated
7/99 (2 sheets).

Chapter 1000, page 52, dated 7/04 (1 sheet), to replace Chapter 1000, page 52, dated 7/99
(1 sheet).

Chapter 1000, Appendix A, Table of Contents, page 1, dated 7/04 (1 sheet), to replace Chapter
1000, Appendix A, Table of Contents, pages 1 and 2, dated 7/03 and 10/02 (2 sheets).

Chapter 1000, Appendix A, pages 13 — 15, dated 7/04 (3 sheets), to replace Chapter 1000,
Appendix A, pages 13 — 15, dated 6/01, 6/01, and 7/03, respectively (3 sheets).

Chapter 1000, Appendix A, pages 19 — 22, dated 7/04 (5 sheets), to replace Chapter 1000,
Appendix A, pages 19 — 22, dated 7/03 (4 sheets).

Chapter 1000, Appendix A, pages 29 and 30, dated 7/04 (2 sheets), to replace Chapter 1000,
Appendix A, pages 29 and 30, dated 7/99 (2 sheets).

Chapter 1000, Appendix A, page 31, dated 7/04 (1 sheet), to replace Chapter 1000, Appendix A,
pages 31 — 41, dated 7/00 (11 sheets).
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Chapter 1000, Appendix A, pages 50 and 50a, dated 7/04 (2 sheets), to replace Chapter 1000,
Appendix A, page 50, dated 6/01 (1 sheet).

Chapter 1000, Appendix A, pages 53 — 55, dated 7/04 (3 sheets), to replace Chapter 1000,
Appendix A, pages 53 — 55, dated 1/03 (3 sheets).

Procedures Section I, pages 2 and 3, dated 7/04 (2 sheets), to replace Procedures Section I, pages
1f - 3, dated 7/96, 7/99 and, 7/99, respectively (3 sheets).

Procedures Section I, pages 6 - 7c, dated 7/04 (5 sheets), to replace Procedures Section I, pages
6 - 7c, dated 4/98, 4/98, 4/98, 10/02, and 10/02, respectively (5 sheets).

Procedures Section VII, page 1, dated 7/04 (1 sheet), to replace Procedures Section VII, page 1,
dated 7/95 (1 sheet).

Procedures Section VII, page 3, dated 7/04 (1 sheet), to replace Procedures Section VII, page 3,
dated 10/94 (1 sheet).

Procedures Section X, page 4, dated 7/04 (1 sheet), to replace Procedures Section X, page 4,
dated 1/79 (1 sheet).

Index, page 5, dated 7/04 (1 sheet), to replace Index, page 5, dated 12/03 (1 sheet).

Index, pages 7 and 8, dated 7/04 (2 sheets), to replace Index, pages 7 and 8, dated 12/03
(2 sheets).

Index, page 11, dated 7/04 (1 sheet), to replace Index, page 11, dated 12/03 (1 sheet).
Index, page 13, dated 7/04 (1 sheet), to replace Index, pages 13, dated 4/03 (1 sheet).

Index, page 16, dated 7/04 (1 sheet), to replace Index, page 16, dated 12/03 (1 sheet).

o Oube Shhor—

S. Duke Storen
Director, Benefit Programs

Attachment
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103.4 - RELEASE OF | NFORMATION TO THE U. S. CI TI ZENSH P AND | MM GRATI ON

SERVI CES (USCI S) REGARDI NG | LLEGAL ALIENS* - If a representative of the INS
requests information regardi ng an individual who the | ocal agency knows is
unlawfully in the U S., the |local agency nust furnish the USCIS with
identifying information. This information is limted to the name, address,
and Social Security Nunber of the individual. This information will be
reported to USCIS by a | ocal departnment of social services only upon request
by a USCI S representative.

For the Il ocal agency to know an individual is unlawfully in the U S., the

i ndi vi dual must have presented as part of the application or renewal process a
Final Order of Deportation issued by USCI S or the Executive O fice of

I mmigration Review. For purposes of informng USCIS of illegal aliens, only a
Final Order of Deportation is sufficient proof of illegal status.

* Public Law 104-193, Section 404
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FAI R HEARI NG REQUI REMENTS 7/ 04 105.1 - 105.2

105.1

A

105. 2

*

* %

NOTI FI CATI ON OF RI GAT TO APPEAL -

Every applicant for and recipient of assistance shall be inforned in
witing, at the tine of application and at the time of any action
proposed or taken, affecting his claim of the circunstances under which
he has a right to a fair hearing of the nmethod by which he may obtain a
hearing, and of the right to be represented by others or to represent
hinself.* This is acconplished by giving each applicant the booklet,
Virginia Social Services Benefit Prograns, describing the assistance
program(s) for which he is applying and fair hearing procedures at the
time assistance is first requested. For recipients this is acconplished
when the recipient receives a witten notice at the time of any action
proposed or taken, affecting his claim

In addition to the use of witten material, the | ocal agency worker has
the responsibility of informing the client orally of the right to appea
to the State agency if he is dissatisfied with any actions of the |oca
board or Superintendent or failure to act in relation to his eligibility
or the ampbunt of assistance.

Local agencies have an affirmative duty to provide informtion and
referral services to help claimants nake use of any |egal services
available in the comunity for representation in appeal hearings.

In addition to advising applicants and recipients about the right of
appeal and the hearing procedures, other interested persons and

organi zations are to be advised verbally and by use of the leaflets as
i ndi cat ed.

Al applicants and recipients nmust be informed of their right to request
an appeal either orally or in witing.**

FAI R HEARI NGS

OQpportunity for a Local Agency Conference -

The reci pient nust be offered an opportunity, at the time the Notice to
Cient of Action or the Advance Notice of Proposed Action is issued, to
request such an agency conference at which he nust receive an

expl anati on of the proposed action and must have an opportunity to
present any information on which his disagreement with such action is
based. At the conference the recipient may be represented by an

aut hori zed representative, such as |egal counsel, relative, or friend

Upon recei pt of a request for such a conference, the | ocal departnent
must schedul e the conference within 10 worki ng days.

The recipient's failure to request a | ocal agency conference or failure
to appear at a schedul ed conference has no effect upon his right of
appeal to the State agency within 30 days or upon his right to continued
assistance if he appeals prior to the effective date of the proposed
change, as specified in Subsection B

45 CFR 205.10(a) ( 3)
22 VAC 40- 295- 110 TANF Transmittal 25
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105.3

*

Note: If the recipient, because of agency error, did not receive
advance witten notice of the proposed action, or the notice received
was not adequate, and an appeal is filed within 30 days of the action
financial assistance nmust be reinstated retroactively to the date of
agency action and continued during the appeal process.

Admi nistrative Disqualification Hearings (ADH) - Refer to Sections
102. 4-102. 14 for ADH requirenents and procedures.

REQUEST PROCEDURES -

A fair hearing may be requested by an expressed indication by a clai nant

or by a person acting as his authorized representative (such as a relative,
friend or attorney), to the effect that he w shes the opportunity to
present his case to a higher authority because of dissatisfaction with its
treatment by a | ocal agency. An appeal nmay be requested orally or in
witing.*

The right to make such a request is not to be linted or interfered with
in any way. |If a household nakes an oral request for a hearing, the

| ocal agency nust conplete the procedures necessary to start the hearing
process. The Notice of Appeal form nust be nade avail able to the
househol d to facilitate appeal requests; however, conpletion of this
formby the household is not required if a clear expression for a
heari ng has been made by sonme ot her nethod. Local agencies nust help
the clai mant submt and process the request, and prepare the case, if
needed. Information and referral services must be provided to help

cl ai mants make sure of any |egal services available in the community
that can provide | egal representation at the hearing.

The freedomto appeal nust not be prejudiced or Iimted in any way; |oca
agency enphasis nmust be on hel ping the claimnt to subnmit his request and
on assisting in preparing his case, if necessary.

Al t hough appeals to the State agency will normally be by use of the
Appeal to the State Departnent of Social Services form a witten
request to the State agency by a claimant or his authorized
representative, clearly indicating the wish to present his case to a
hi gher authority will be considered a fair hearing request.

An opportunity for a hearing shall be granted, upon such request made
within the tine [imtation specified in Section 105.4 (below), to:

1. Any applicant whose claimfor assistance is denied or not acted
upon within the tine standard specified for processing an
application; or

2. Any recipient who is aggrieved by any agency action affecting his

entitlenent to or recei pt of assistance or by agency denial of, or delay

over 30 days in responding to, a request for adjustnent in paymnent.

The applicant or recipient nmay al so appeal the |ocal agency's
interpretation of law or policy as well as the equity and reasonabl eness
of policies pronul gated under the |aw, when the claimant is aggrieved by
their application in his situation

22 VAC 40-295-110 TANF Transmittal 25
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D. | MVUNI ZATIONS - All applicants and recipients for TANF nust supply
verification that all otherw se eligible children have received the
i muni zations required by the Code of Virginia.* The agency nust inform
applicants of the i munization requirenent at initial application and
must informrecipients on 7/1/95 on their first schedul ed
redeterm nation after 7/1/95. The i mmunization schedule is established
by the State Board of Health.

1. ACTI ON AT FI RST REDETERM NATI ON OR TWELVE MONTHS AFTER
NOTI FI CATION - By the first redetermnation or twelve nonths,
whi chever is later after being informed of the inmunization
requi renent, the recipient nust provide the follow ng or the
wor ker must reduce the TANF grant:

a. Verification that the child has received all inmunizations
appropriate to his age;

b. Verification that the child has received at | east one dose
of each of the required i mmuni zations as appropriate for the
child's age and that the child's physician or the |oca
heal th departnent has prepared a plan for conpleting the
i muni zations. The plan needs only to indicate when future
i mruni zati ons are due; or

C. Verification that the child is exenpt.

2. ACTI ON AT SECOND REDETERM NATI ON AFTER NOTI FI CATION - At the
second redetermnmi nation and subsequent redeterm nations after being
i nforned of these requirenments, the recipient rmust provide
verification of conpliance with the inmunization schedule or the
pl an prepared by the physician or health departnent, until the
child has received all required inmunizations. Failure to provide
the necessary verifications shall result in a grant reduction

3. ADDI NG A CHI LD TO THE ASSI STANCE UNI T AND TRANSFERS- Wen a child
is added to the assistance unit, the eligibility worker rnust
advi se the parent/caretaker of the immunization requirenment. The
parent/caretaker shall be allowed at |east twelve nmonths to
provide verification that the child has nmet the inmunization
requirenent. As verification of inmunizations is only required at
redet erm nation, sanctions shall not be inposed for such a child
until the first redeterm nation occurring at |east six nonths
after the child is added.

Exanmple: On February 1, Ms. | reports a new child, Tom in the

assistance unit. The worker advises Ms. | of the imunization
requirenent for Tom On April 15, Ms. | has a redetermnation
interview. No i mmuni zation verification is required for Tom At
the next redetermi nation in Qctober, Ms. | fails to provide
verification of Tom s i munizations. The grant is reduced for
Novenber .

* 45 Code of Virginia, 63.2-603 TANF Transmittal 25
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201.4 DEPRI VATI ON OF PARENTAL SUPPORT OR CARE - Repeal ed effective July 1,
1999.

201.5 LIVING ARRANGEMENTS - The child nmust be living with a parent or other
specified relative (Subsection A, below) in a residence nmaintained as a hone
(Subsection B., below) by one or nore such relatives. For TANF-UP, both
natural or adoptive parents of at |east one child must be living in the homne.
(Refer to 701.2.)

Exception: Under certain prescribed conditions, an otherwi se eligible child
may receive TANF while in foster care, as provided in the Title IV-E
Eligibility Manual and Subsection B., below, such as during a trial visit.

A Specified Relatives - The relative with whomthe child is living, who is
designated as the caretaker, nmust be a relative by blood, marriage, or
adoption. Relationships by nmarriage exist even after the marriage has
been term nated by death or divorce

Nei t her severance of parental rights nor adoption is considered to

term nate the relationship to biological relatives. Therefore,

bi ol ogi cal relatives may receive assistance for someone who has been
adopted, when there is no other relative by adoption in the home to
recei ve assi stance on the individual's behalf. However, this provision
does not require individuals who have been adopted to be included in the
assistance unit of the biological relative and his/her children

Exampl e 1: Jane Doe had two children who were adopted by Jane's parents.
Jane's parents died |l eaving their adopted children in the care of Jane.
Jane is considered a biological relative for TANF purposes and can
recei ve assistance for the two children, however, they are not to be

i ncluded in the sane assistance unit as any other children Jane may have
since she has no legal responsibility for these children

Example 2: Mary Smith's child, Mchael, was adopted by a famly friend.
VWhen M chael's adoptive parent died, there was no other relative to care
for him Mchael went to live with Mary. Since Mary and M chael are

bi ol ogically rel ated, she can receive assistance for him However,

M chael is not to be included in the sane assistance unit as any other
children Mary may have.

Docunent ati on of how each child is related to the caretaker nust be

secured for each relationship that Iinks the child to the caretaker
usi ng met hods in Procedures Section | D.1.

TANF Transnmittal 25
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*

Living in a Home* - A home is the famly setting maintained or in the
process of being established by the specified relative, as evidenced by
the presence of the child. A hone exists even though the child or
relative is tenporarily absent fromthe customary fanmly setting. The
rel ati ve may be absent for reasons such as hospitalization, education or
training, a vacation, or a visit. A parent that is absent fromthe home
due to active duty in the uniformed services is considered living in the
hone. The child may be absent as |ong as the absence does not exceed 60
consecutive days, unless good cause exists. Additionally, a home may
exi st in situations where the assistance unit |acks a fixed hone address
or is otherw se considered honel ess.

1. A child that has been, or is expected by the caretaker to be,
absent fromthe home for a period of 60 consecutive days is
ineligible for TANF. Exception: |If the child is absent for
| onger than 60 consecutive days, the child may retain eligibility
i f good cause for the absence exists, such as hospitalization
education or training, a vacation, or a visit.

Note: The child can be eligible in another assistance unit.

2. The caretaker nust report to the | ocal agency after it becones
clear to the caretaker that the minor child will be absent from
the hone for 60 consecutive days. (Refer to Section
401.2.B.2.a.3.)

If the caretaker fails to report the change within the required tine
frame as described above, the caretaker is ineligible. The caretaker
wWill remain ineligible until the child returns to the home or there
is a break in assistance.

Publ i c Law 104-193 TANF Transnmittal 25
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201.7 CITIZENSH P AND ALI ENAGE - Federal |aw requires anyone whose needs are
considered in determning the amount of assistance for TANF to be a citizen of
the United States or an eligible alien.

A. Citizenshi p/ Ali enage St at us

1. Ctizenship - An individual is a US. citizen if he is:
a. born in the United States, regardl ess of the citizenship of

his parents; or

b. born outside the United States of U S. citizen parents (the
not her if born out of wedl ock); or

C. born outside the United States of alien parents and has been
naturalized as a U.S. citizen. A child born outside the
United States of alien parents automatically becones a citizen
after birth if his parents (the nother if born out of wedl ock)
are naturalized before he becones 16 years of age.

2. Alienage - An alien nmust be a qualified alien as defined bel ow or
neet the exception in d.3) below |If the alien does not neet the
definition of a qualified alien or the exception, he does not neet
the alienage requirenent. |If he neets the definition of a qualified
alien, he must then be evaluated in accordance with b., c., and d.1)
and d.2) below, depending on the date he entered the U S

a. "Qualified alien" is defined as:

1) an alien lawfully admtted for pernanent residence under
the Immigration and Nationality Act (INA);

2) an alien granted asylum under Section 208 of the | NA

3) a refugee adnitted to the U.S. under Section 207 of the
INA, or an alien who is admtted to the U S. as an
Anmer asi an i nmi grant pursuant to section 584 of the
Forei gn Operations, Export Financing, and Rel ated
Progranms Appropriations Act of 1988 (as contained in
section 101(e) of Public Law 100-202 and amended by the
9th proviso under M GRATI ON AND REFUGEE ASSI STANCE in
title Il of the Foreign Operations, Export Financing, and
Rel at ed Progranms Appropriations Act, 1989, Public Law
100- 461, as anended),** or an alien who is a victim of
human trafficking.

4) an alien paroled into the U S. under Section 212(d)(5) of
the INA for a period of at |east one year;

5) an alien whose deportation is being wthheld under
Section 243(h) of the INA (as in effect prior to April 1,
1997) or section 241(b)(3) of the INA (as anended by
section 305(a) of division C of Public Law 104-208);**

* Public Law 104-193
** Public Law 105-33 TANF Transmittal 25
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active duty. "Veteran" also includes persons who served
in the Philippine Conmonwealth Army during World War |
or as Philippine Scouts follow ng the war;*

2) a qualified alien and is on active duty (other than
active duty for training) in the Armed Forces of the
United States; or

3) t he spouse or unnmarried dependent child of an individua
(not deceased) described in 1) or 2) above, or the
surviving spouse of an individual (deceased) described in
1) or 2) above, provided the surviving spouse has not
remarried and was married to the deceased veteran

(a) before the end of a 15-year period followi ng the end
of the period of mlitary service in which the
injury or disease causing the death of the veteran
was i ncurred or aggravated; or

(b) for one year or nore; or

(c) any period of tine if a child was born of the
marriage or was born to them before the marriage. *

The spouse or unmarried dependent child is not
required to be a qualified alien

3. Verification of inmmgration status is required at application
redeterm nation, and as individuals are added, using U.S.
Citizenship and Imrigration Services (USCIS) docunents provided by
the alien or, if the individual is a victimof human trafficking,
usi ng docunentation fromthe federal Ofice of Refugee Resettlenent.
If an applicant/recipient's alien status changes or an individua
who was an alien becones a U.S. citizen, his eligibility for
assi stance nmust be eval uated under the new status unl ess otherw se
stated in policy or procedures. See Procedures Section | to
determ ne alien status and eligibility.

If an alien presents expired docunents as evi dence of his
immgration status, refer the alien to the local USCIS office to

obt ai n docunentation of status. In unusual cases involving aliens
who have physical or nental disabilities that limt their ability to
obtain or provide the required evidence, the worker should nake
every effort to assist the individual to obtain the required
evidence. |If the alien can provide an alien registration nunber,
the worker should file a Form G 845 and Suppl enent, along with the
alien registration nunmber and a copy of any expired USCI S docunent
presented with the local USCIS office to verify status.

B. Sponsored Ali ens

Aliens may be sponsored by either an individual or an agency/organi zation.
Sponsorship satisfies a requirenment of the USCI S that an individua
petitioning to come to the U S. is not likely to becone a "public charge.

* Public Law 105-33 TANF Transnmittal 25
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1. Agency/ Organi zati on Sponsor - |If sponsored by an agency/organi zati on
eligibility for TANF does not exist for the first three years of U S
resi dence unl ess the agency/organi zati on no | onger exists or is
financially unable to provide support.

Certain Soviet Jewi sh refugees have been admitted to the United States
under a Menorandum of Understandi ng (MOU) between the U.S. Departnent
of State and two private Jew sh agencies, the Council of Jew sh Aid
and the Hebrew Imm grant Aid Society. The MOU states that the
sponsoring agency will ensure that these refugees do not require cash,
nmedi cal or food stanp assistance for two years after their adm ssion
to the U S. Refugees admtted under MOU will possess USCI'S Arrival -
Departure Records (1-94) which contain the follow ng statenent:

"This refugee is sponsored by the Hebrew I nmm grant Aid Society and
(name of local Jewi sh organization). Private resources are

avail able. |If assistance is sought, please call (name of |oca
Jewi sh agency) at (phone nunber).™

The sponsorship statement is to be regarded by the worker as a | ead
that other income and resources nmay be available to neet the
refugee's needs. The sponsoring agency nust be contacted to
determ ne the actual availability of any income and/or resources and
use such verified information in the determi nation of the unit's
eligibility. It is not, however, appropriate to deny an application
for assistance solely on the basis of the sponsorship statenment on
the refugee's |-94.

2. | ndi vi dual Sponsor - Individuals who petition USCIS to becone a
sponsor of an alien must execute an affidavit of support. In sone
situations, an alien may be sponsored by nore than one individual
Refer to Section 305.4.D. regardi ng sponsor deening requiremnments.

Declaration of Ctizenship or Alien Status

As a condition of eligibility, all TANF applicants/recipients shal

provi de, or have provided on their behalf, a signed statenent attesting,
under penalty of perjury, to their citizenship or alien status.* An
applicant/recipient age 18 or ol der nmust sign the declaration for al
assi stance unit nmenbers. In the absence of an adult in the assistance
unit, the applicant will sign for all unit menbers.

The declaration is to be obtained at the tinme of application or when a new
menber is requested/required to be in the unit. Exception: A witten
decl arati on on behalf of a newborn should be obtained at the tine the
child is requested/required to be included in the assistance unit. The

*

Soci al Security Act, Section 1137(d) (1)
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witten declaration nmust be provided by the next eligibility

determ nation if not obtained at the tine the child is added to the
assistance unit. Verification of the newborn's citizenship or alien
status cannot be postponed until the next eligibility determn nation

The decl aration requirenent is met when the applicant/recipient conpletes
and signs the "Application for Benefits" or "Eligibility Review - Part A"
form as applicable.

Any menber for whomthe citizenship or alien status declaration
requi renent has not been mnet:

1. shall not be included in the assistance unit;
2. if required to be in the assistance unit, the inconme and resources
of the person will be considered available to the assistance unit as

indicated in Sections 303.3.E. and F. and 305.4.E. 1. e.

Systematic Alien Verification for Entitlenents (SAVE) Program

1. The Imm grati on Reformand Control Act of 1986 (I RCA), requires the
verification of the inmgration status of aliens applying for
certain types of benefits, including TANF. Local agencies should
not use the SAVE systemto confirmthe status of human trafficking
victinse since their status is verified by the federal Ofice of
Ref ugee Resettl ement.

2. Aliens, except victims of human trafficking, must submt
docunentation of their imrgration status before eligibility can be
determ ned. (Refer to Procedures, Section |.F.2. which outlines the
categories of eligible aliens.) Once docunmentation has been
provi ded, the agency must deternmine the validity of the
docunent ati on by conparing the alien information with current
imm gration records maintained by USCIS. This is acconplished
t hrough the Systematic Alien Verification for Entitlenents (SAVE)
Program and is intended to prevent the issuance of benefits to
ineligible aliens.* SAVE verification nust be initiated prior to
case approval or action to add a person

Verification is obtained through two processes:

a. Primary verification - a direct access to USCIS files via
t el ephone or personal conputer

b. Secondary verification — a manual procedure conpleted in
addition to primary verification via the Document Verification
Request, Form G 845, and Docunent Verification Request
Suppl emrent, G 845 Supplenment. (Refer to Appendix V to Section
201, pages 3 — 6.) Certain situations may arise where it my
not be possible to access primary verification and secondary
verification nust be accessed or additional information is
needed that can only be obtained through the secondary
procedure. These situations are addressed in Section
201.7.D. 4.

*

Publ i ¢ Law 99-603, Section 121 TANF Transmittal 25
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Once verification has been obtai ned through SAVE, aliens wth
per manent resident status will no | onger be subject to the SAVE
process. Aliens with tenmporary or conditional status will be

subj ect to SAVE when their tenporary status expires.

3. Primary Verification

Primary verification is the automated nethod of accessing the Alien
Status Verification Index (ASVI), the USC S database. The autonated
access to ASVI nust be attenpted before attenpting the manual
paper-trail method of secondary verification. However, there are
some specific instances when the secondary nethod nust be used

wi thout attenpting to access the USCI S dat abase. These reasons are
listed in the Secondary Verification section

SAVE is accessible through the seven, eight, or nine-digit Alien
Regi stration Nunber (A-Number) which should be displayed on the
alien's USCI S docunments. SAVE is accessible either directly through
the I ocal agency or through regional office contact.

A total of nine digits nmust always be used when keying the A-Nunber
to access the USCIS database. A zero is to be substituted for the
letter "A" in eight-digit A-Nunmbers, and two zeros nmust precede a
seven-di git nunber. When the A-Number is nine digits, onit the "A"
and enter the nine-digit number.

I nformati on obt ai ned t hrough SAVE nust be conpared with the origina
i mm gration docunment. If discrepancies are noted, the secondary
verification process nust be initiated. No negative action may be
taken on the basis of the automated verification only.

4. Secondary Verification

In sone instances verification of the alien status may not be
conpl eted through the automated/ primary system Secondary verifi -
cation will be required in the follow ng situations:

a. Primary verification generates the message "Institute
Secondary Verification" or "No File Found;"

b. Di screpancies are reveal ed when conparing primary verification
to the original inmgration docunent or the primry
verification does not clearly indicate whether the individua
is aqualified alien;

C. | mmi gration docunents have no Alien Registration Nunmber (A-
Nunber) or docunents presented are not identified in
Procedures, Section |.F. 2;

d. | mmi gration docunents contain an A-Nunber in the A60 000 000
or A80 000 000 seri es;

TANF Transnittal 25



201.7

TANF MANUAL 7/ 04 Page 1f

e. The docunment presented is a USCI S fee receipt;

f. The docunment presented is a foreign passport and/or |-94 that
i s endorsed "Processed for |-551, Tenporary Evidence of Lawful
Per manent Resi dence,” and the passport and/or 1-94 is over one
year ol d.

g. Any of the items presented as docunentati on appears to be
counterfeit or altered.

h. The document presented is a USCIS receipt indicating the alien
has applied for a replacenent docunent for one of the
qualified alien statuses.

i Addi tional information is needed regardi ng sponsorshi p status,
i ncl udi ng whet her the affidavit of support executed is a
"213A" affidavit and the nane and address of the sponsor(s).

j- Documentation is needed to substantiate status as a victim of
abuse.

k. Docurmentation is needed to verify U S. citizenship

l. The docunments presented are expired and the alien has a
physical or nmental disability that precludes obtaining new
docunments fromthe local USCIS office.

5. Secondary Verification Procedures

a.

Once the requirenment to obtain secondary verification is
determ ned, the agency must initiate the request within 10
wor k days. Conplete the top portion of the USCIS Form G 845,
Docurent Verification Request and the Document Verification
Request Suppl ement (G 845 Suppl ement). Separate forns must be
conpleted for each alien. A copy of the forms is included in
Appendi x V, pages 3 - 6, to Section 201. Note: The G 845
Suppl emrent may only be used in conjunction with the Form G
845, not separately.

St apl e readabl e copies (front and back) of origina

i mm gration docunments to the upper left corner of Form G 845.
Copi es of other docunents used to nmake the initial alien
status determ nation nust also be submtted. O her
docunent ati on could include marriage records or court
docunents that indicate the identity or inmgration status of
t he hol der.

Retain a copy of the conpleted G 845 and G 845 Suppl enment in
the case record. Mail the G 845 and G 845 Suppl enent to the
appropriate USCI S office, indicating “Attention: |nmgration
Status Verifier” on the envel ope.

uscl s uscl S
4420 North Fairfax Dr. (or) Nor f ol k Conmer ce Park
Arlington, VA 22203 5280 Henneman Drive

Nor f ol k, VA 23513
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Refer to the listing of localities in Appendix V to Section
201, pages 1 and 2 to determine the appropriate office. Do
not send bul k mailings.
d. VWil e awai ting the secondary verification fromUSC'S, do not
t ake any negative action agai nst the case or individual on the
basi s of alien status.
e. Upon recei pt of the G 845 and G 845 Suppl ement, conpare the

information with the case record. |If eligibility of the alien
is confirmed, the verification fromUSCI S nust be filed in the
case record with the current application. Timely notice mnust
be given to delete the individual fromthe TANF assi stance
unit if verification proves an individual's ineligibility.
Additionally, if the secondary verification reveals the

i ndividual is not an eligible alien, an overpaynent has
occurred whi ch nust be recouped/recovered per 503. 8.
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201.8 SOCI AL SECURI TY ACCOUNT NUMBER (SSN) - As a condition of eligibility,
each applicant is required to provide an SSN or show proof of application for
a Social Security nunber for each person for whom assistance is requested. An
applicant must neet this condition prior to approval of the case. Only those
nmenbers of the assistance unit who have net this condition are to be approved
for TANF. The agency nust refer each applicant/recipient who does not have an
SSN or cannot provide proof of application for an SSNto the Social Security
Adm nistration (SSA) D strict Ofice. The agency must al so discuss with the
applicant the types of evidence of age, identity, and U S. citizenship or
alien status docunments which the SSAwll require prior to issuing an SSN

A bt aining a Social Security Nunber - For those individuals who provide
SSNs prior to approval or at any other tine the agency shall record the
SSN i n ADAPT and the State Verification and Exchange System (SVES)
according to 201.8 E. The agency, however shall not delay approval of an
otherwi se eligible assistance unit solely to verify a social security
nunber even if the 30 day processing period has not expired. As soon as
all other steps necessary to approve an application are conpleted except
for verification of the social security nunber the agency shall approve
t he application.

For those individuals who do not have an SSN, who do not know if they
have a nunber, are unable to find a nunmber and therefore cannot provide
a nunber, or whose nunber appears to be questionable, the agency wll
direct the assistance unit to submt form SS-5, Application for Social
Security Number to the Social Security Adnministration (SSA). The agency
must advi se the assistance unit where to file the application for an SSN
and di scuss what evidence the assistance unit will need to obtain a SSN

Evi dence needed includes a U. S. public record of birth established
before age five or other verification of birth, such as religious
records whose validity is not questionable, or hospital records, if they
can be verified by the SSA. Wiile religious and hospital records wll
entitle the individual to an SSN, further proof of birth is required by
the SSA to establish eligibility for Social Security benefits.

The agency shall advise the assistance unit that proof of the
application for an SSN from SSA will be required prior to approval and
suggest that the assistance unit nmenber asks the SSA for proof of the
application for an SSN. SSA has a form SSA-5028, Receipt for Application
for a Social Security Nunber for this purpose. Local agencies may also
devise their own formfor this purpose; however, these nust receive the
approval of the Regional TANF Specialist.

B. Assi stance to Newborns - For each infant added to an active case, the
reci pi ent nust begin the process of obtaining a SSN. The SSN does not
have to be provided prior to adding the infant to the assistance unit.

If the assistance unit is unable to provide proof of application for the
nunber for a newborn when the child is first added to the case, the
car et aker must provide the nunber or proof of application at its next
renewal or within six nmonths, whichever is later. If the assistance unit
is unable to provide the nunber or proof of application within the tinme
al | owed, the agency nust determine If good cause provisions exist.
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Agenci es Corresponding to USCI'S, Arlington:

Al benarl e Fai r f ax O ange

Al exandri a Fauqui er Page

Al | eghany/ Covi ngt on Fl oyd Patrick

Amher st Fl uvanna Pittsyl vania

Apponat t ox Franklin County Prince WIlliam

Arlington Frederi ck Pul aski

Bat h Gal ax Radf or d

Bedf ord Gles Rappahannock

Bl and Grayson Roanoke City

Bot et our t G eene Roanoke County

Bri st ol Hal i f ax Rockbri dge Area

Buchanan Har ri sonbur g/ Rocki ngham Russel |

Bucki ngham Henry/ Martinsville Scot t

Canpbel | Hi ghl and Shenandoah

Carroll Ki ng George Snyth

Charlotte Lee Stafford

Charlottesville Loudoun St aunt on/ August a

d ar ke Lynchburg Tazewel |

difton Forge Madi son Warren

Craig Manassas Washi ngt on

Cul peper Manassas Park Waynesbor o

Cunber | and Mont gonery W nchest er

Danvill e Nel son W se

Di ckenson Nort on Wt he
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Agenci es Corresponding to USCI'S, Norfolk:

Accomack Henrico Not t oway

Anel i a Hopewel | Pet er sburg

Brunswi ck Isle of Wght Por t snout h

Caroline James City Powhat an

Charles City Ki ng and Queen Prince Edward

Chesapeake King WIIliam Prince George

Chesterfield Lancast er Ri chmond City

Col oni al Heights Loui sa Ri chmond County

Di nwi ddi e Lunenburg Sout hanpt on

Essex Mat hews Spot syl vani a

Franklin City Meckl enbur g Suf f ol k

Frederi cksburg M ddl esex Surry

G oucest er New Kent Sussex

Goochl and Newport News Vi rgi ni a Beach

Greensvill e/ Enpori a Nor f ol k West nor el and

Hanpt on Nor t hanpt on W Iliansburg

Hanover Nor t hunber | and Yor k/ Pogquoson
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CATEGORI CAL

ELI G Bl LI TY REQUI REMENTS TANF MANUAL CHAPTER 200
EMERCGENCY ASSI STANCE TO
NEEDY FAM LI ES W TH CH LDREN 7/ 04 203.1

203.1 CONDITIONS OF ELIGBILITY - Under certain conditions, energency
assi stance may be provided to needy fanmilies with children. Wen all of the
followi ng conditions exist, EA nust be granted inmediately.

A The fanmily includes at |east one child who is under eighteen years or if
18 but not yet 19 is enrolled full time in a secondary school or voca-
tional /techni cal school equival ency fromwhich the child is expected to
graduate prior to attaining age 19.

B. The child is a resident of Virginia, as defined in Section 201.6.

C. The child, and all nenbers of his famly for whom assi stance is provided
must be a citizen of the United States or, if an alien, meet requirenents,
specified in Section 201.7.

D. The child is living with a relative in a place of residence maintained by
the relative as his own honme. (See Section 201.5 B.)

E. The energency assistance is necessary (1) to avoid destitution of the
child or (2) to provide living arrangenents for himin a hone (203.2).

F. The child's need is the result of a disaster or a fire which has destroyed
items necessary for nmaintaining the household or the home itself. The
energency must have occurred within a period not to exceed one nonth prior
to application or in the event of hospitalization of the specified
relative(s) within 30 days of the energency, application nust be made
within a period not to exceed two nonths.
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203. 2

For current TANF recipients, needs can be net through EA in addition to
t he regul ar assi stance paynment. The EA paynent does not affect the
regul ar TANF noney paynment. An EA payment may not be issued, however,
to replace noney lost by the recipient or for the | oss of earnings.

EMERCGENCY ASSI STANCE FOR DI SASTER OR FI RE

NEEDS COVERED - Emergency Assi stance shall be used as indicated belowto
cover the i mediate needs of the applicant resulting fromthe specific
type of energency. Evidence that the emergency occurred and the date of
t he emergency nust be entered in the case record.

The total anpbunt granted to a fam |y under the EA Program shall not
exceed $500. 00 during any one period of thirty (30) consecutive days in
any twelve (12) consecutive nonths.

St andards of assistance, as specified in Section 304 are not applicable.
Emer gency Assi stance can be used to provide itens such as food, shelter
items, clothing, repair or replacenent of househol d equi pnent which has
been destroyed or rendered unusabl e, and noving or storage of household
equi prrent .
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B. AVAI LABLE RESOURCES - Energency Assistance cannot be granted when other
resources are available to neet the famly's needs. EA cannot be
granted when there is another agency in the conmunity, insurance
policies, or other imredi ate resources which are known to neet the
particul ar need pronptly in that particular type of emergency. |f other
resources are available but are insufficient to meet the particul ar
i medi ate needs, EA may be granted. Evidence nust be entered in the
case record that specific conmunity resources have been investi gated.

Example: On May 2, a TANF househol d experiences an emergency as a result of
a fire. The househol d sought emergency housi ng and ot her necessary itens.
An application was submitted for the emergency assistance program The

ener gency needs of $500 exceeded the anount of $300, which was provided by
community resources. EA of $200 was granted to suppl enent the community
resources.

Income inmedi ately available to the famly, such as cash on hand or nobney
in the bank at the tinme of application, nmust be evaluated in determ ning

t he amount of assistance granted. Note: Anticipated wages nmust be

eval uated even though they may not be available to neet the energency need.
The provisions of Section 305 are generally applicable except that incone
di sregards are not applicable.

C. METHOD OF PAYMENT - Paynent for purchase, repair, nmoving or storage of
househol d equi pnent nust be nade by the vendor nethod to the provider of
goods or services.

Payment to nmeet ot her needs may be either a noney paynment to the recipient
or a vendor paynent to the provider, whichever is nost practicable and
advant ageous to the famly

203.3 AUTHORI ZATI ON FOR TANF- EA - Energency Assistance nmust be authorized during
a period not to exceed thirty consecutive days within any twelve consecutive
months. This thirty-day period begins with the date of the first authorization of
paynment by agency action. Payment may cover specified needs arising prior to the
date of authorization, retroactive to the date the emergency occurred, as specified
in Section 203.1 F. Payment al so covers needs anticipated during the thirty-day
period following the initial authorization of energency assistance, provided it is
establ i shed that such need will continue to exist for that period.

If it is established at a later date within the thirty-day period that other
al | owabl e needs exist, additional paynments may be authorized within the time limt
up to the maxi mum specified in Section 203. 2.

203. 4 REFERRAL FOR SERVICE - In all cases in which EA is requested, referra

must be made to staff or other appropriate agency for any other services that
nmeet needs attributable to the emergency.
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O her I ncone 305.4
Q her Incone Disregards 305.4 A
Income from Social Security and Qther Benefits 305. 4 B.
Lump Sum Paynent s 305.4 C
(Pages 28 — 32 deleted effective 7/04)
Sponsored Aliens 305.4 D.
Support from Rel atives 305.4 E.
Deem ng | ncone 305.4 F.
O her Cash Incone 305.4 G
Benefits and Servi ces Received in Lieu of Income 305.4 H.

I ncome of Excluded Children Required to be in the
Assi stance Unit 305.5

Appendi x 1 - Maxi mum I ncome Chart

Appendi x 2 - Evaluation of Food and C ot hing Contributed

Appendi x 3 - TANF Grant Cal cul ation

Appendi x 4 - SSA Quarters of Coverage Verification Procedures for Aliens
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b. the earned income of an individual which is funded by the
Wor kf orce I nvestnent Act of 1998 (WA);
C. for TANF-UP, unenpl oyment conpensation benefits;
d. [ unp sum paynments per 305.4.C,
e. the earned income of a child that is a full or part-tinme student.

If the incone of the assistance unit exceeds 185% the case is
ineligible for a paynent.*

2. Screening at the Standard of Assi stance

The follow ng procedures are applicable to the standard of assistance
screeni ng:

a.

Applications, |Including Persons Being Added to An Existing
Assi stance Unit

Once the total gross countable income of the assistance unit is
determned to be less than or equal to 185% of need, income nust
then be screened at the standard of assistance all ow ng earned

i ncone di sregards where applicable.

Al AUs will be allowed the foll ow ng deducti ons from earned
i ncone:

(1) The standard deduction**, the same ampbunt used in the
standard deduction for the Food Stanp program and 20% of
the remai nder is deducted fromthe gross earnings. ***
(Refer to Appendix 3 to Section 305, Step 2 and Section

305.3.B.7.)

Assi stance Unit St andar d Deducti on
1-4 menbers $134

5 menbers $149

6 or nore menbers $171

Ongoi ng Cases

Once the total gross countable incone of the assistance unit is
determned to be less than or equal to 185% of need, income nust
then be screened at the standard of assistance all ow ng earned

i ncone di sregards where applicable.

The followi ng inconme is disregarded when incone is screened at
at the standard of assistance:

1) all income specifically disregarded in 305.4. A

* 45 CFR 233.20(a)(3)(xiii)
** 22 VAC 40- 295- 60
*%% 22 VAC 40- 295- 60
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2) the earned income of an individual which is funded by the
Wor kf orce I nvestnent Act of 1998 (WA);

3) [ unp sum paynments per 305.4.C

4) the earned income of a child that is a full or part-tine
student.

If the assistance unit has inconme bel ow the standard of assi stance,
the payment is cal cul ated based on prospective budgeting.

B. Prospective Budgeting*

1

Budgeti ng Concept

In order to be eligible for TANF, a case nust be eligible under

i ncome requirenments. The anount of the payment which an assi stance
unit is eligible to receive will be cal cul ated based on prospective
budget i ng.

Prospective budgeting is cal culating the TANF paynent using the
anticipated i ncone of the menbers of the assistance unit and the

excl uded persons required to be included in the assistance unit in

t he budget nonth. For purposes of determ ning the amount of the TANF
paynment and the amount of income to be counted, the paynent nonth and
budget nonth are the sane.*

| ncone To Be Counted In Calculating the Paynent

The payment is to be calculated using the methods listed below. The
assistance unit's circunstances nmust be eval uated to determ ne which
met hod(s) will provide the anpunt of incone anticipated (best
estimate) to be received in the payment nonth.

For purposes of deternining the amount of income to be counted in

cal cul ating the paynent, anticipated i ncome nmeans any incone the
applicant/recipient and | ocal agency are reasonably certain will be
recei ved during the paynent nonth. If the anount of incone or when it
will be received is uncertain, that portion of the assistance unit's

i nconme that is uncertain shall not be counted by the |ocal agency.

"Reasonably certain" nmeans that the follow ng information is known:

- who the incone will come from

- in what month it will be received, and

- how much it will be (i.e., rate, frequency and paynent
cycle).

* 45 CFR 233. 33 TANF Transmittal 25
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The case record nmust be docunmented to reflect the nethod used to arrive
at the anticipated incone.

Eligibility nmust be determ ned for each nmonth of the application period.
Applicants may be ineligible for the nonth of application and eligible
for the month followi ng the nonth of application. Benefits nmust be
denied for the nonth of application in ADAPT and granted for the nonth
followi ng the nonth of application

Exanple #1: - On Novenber 17, the worker processes an application
dated Cctober 29. Based on converted incone received in Novenber, the

case is not eligible; however, the case will be eligible for a
Decenmber paynment. Therefore, the case is to be approved effective
Decenber 1.

Exanple #2: - On July 14, the worker processes an application dated
June 1. The application was not processed within the 30-day application
processing tine frane due to a delay by the exam ning physician in
suppl yi ng necessary nedi cal information. Verification is received July
13, the worker determines that the case is eligible. The worker
approves the case with July 1, as the begi nning date of assistance.

Exampl e #3: - On Decenber 6 the worker receives all necessary
verification to process an application dated Novermber 3. The
assistance unit received a |lunmp suminsurance settlenment on Decenber
2; the assistance unit (AU) has no other countable income. The AU is
not eligible for the nonth of application; verification not provided
tinmely. The AU is ineligible for Decenber; |unp sum exceeds the
standard of assistance. The applicant provides verification show ng
all nonies fromthe [unp sum has been used. The begi nning date of
assistance for this application is January 1.

Exampl e #4: - On Decenber 12, the worker processes an application
dat ed Novenber 3. The case is eligible for a Decenber paynent but
ineligible for a January paynent. A paynent is to be issued for
Decenmber, and the case is to be closed effective Decenber 31

C. Verification of Income (Earned and Unear ned)

In order to establish income eligibility, verification of all income
received or anticipated to be received nonthly by the assistance unit is
required at the tine of application/reapplication, when adding individuals
with inconme, at renewals, and when a change becones known to the agency.
When verification is required, the agency nust notify the
applicant/recipient of the necessary verification and allow the assi stance
unit 10 days to respond. The assistance unit has primary responsibility for
verifying income. The assistance unit is not responsible for providing
verification of reported unearned income for which verification is
accessible to the local agency through systems of records. These records
include Bendex, SDX, SVES and VEC inquiry of unemployment benefits. |f the
applicant/recipient fails to verify income within 10 days of notification
policy at 401.2.B. 1. and 2. regarding substantiation of eligibility factors
is to be followed. Verification may be verbal or witten in accordance with
Procedures Section VII.

When verbal verification is obtained, the case record docunmentation
shoul d i nclude the name and tel ephone nunber of the individual who
provided the information, the date of contact, and the information
obt ai ned.
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a. net | osses from previous periods;
b. federal, state, and | ocal taxes;
C. noney set aside for retirenent purposes;
d. personal expenses, entertai nnent expenses, and persona

transportation;

e. depreci ati on of equi pnment, machinery, or other capita
i nvest nents necessary to the self-enploynent enterprise

B. Disregarded Earned Incone - As specified below, certain earned i ncone of
nmenbers of the assistance unit and excluded individuals required to be in
the assistance unit nust be disregarded in determ ning need of the
assistance unit and anmount of assistance to which the assistance unit is
entitled. |In addition, income disregarded under the provisions of other
federal assistance prograns must not be counted as incone to the TANF
assistance unit*. The itens |listed below are disregarded during the 185%
screening. Inconme disregards are to be applied to gross earned incone in
the order listed below. (Refer to Procedures Section VII.A l1l.c. to
det erm ne student status).

1. Al paynments issued under the Workforce Investnent Act of 1998 (WA),
i ncludi ng Job Corps paynents. **

2. O her earned incone of any eligible child who is a student*** nust be
di sregarded in the 185% screen, determ nation of need (for applicants)
and grant conputation.

* 45 CFR 233.20(a)(4)(iii)
** Public Law 105-220
**x 22 VAC 40-295- 60
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3. St andard Deduction* - A standard deduction is subtracted fromthe
gross earned incone for the assistance unit whose incone is not
ot herwi se exenpt.** |Individuals not included in the AUw Il not be
consi dered when determining the appropriate standard deduction

4. 20% Deducti on of the Remmining Earned Inconme*** - After applying the
disregards in itens 1-3, deduct 20% of the remai ni ng earned incone,
i ncluding profit produced by self-enpl oynment.

* 22 VAC 40-295-60
**45 CFR 233.20(a)(11)(i)(B)
**% 22 VAC 40-295-60
TANF Transnmittal 25
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5.

I ncapacitated Adult/Child Care Disregard - Anticipated child care
expenses, up to the appropriate maxi muns, nust be disregarded in
determining initial eligibility and determ ning the anount of paynent
(Step 2 and 3 of Appendix 3 to Section 305). The cost of child care
may be paid for by a service vendor paynment, by the client, or a
conmbination. The child care expenses paid by the client are to be

di sregarded fromearned inconme up to the maximum Prior to allow ng
the child care disregard, it nust be verified that a service vendor
payment is not being issued concurrently.

Antici pated incapacitated adult care expenses, up to the appropriate
maxi mum will be disregarded in both the initial eligibility

determ nati on and determ ning the anpunt of paynent. The appropriate
child care/incapacitated adult care disregard will be based on his/her
enpl oynent status. Incapacity nmust be supported by a professiona
determ nati on. The TANF Medi cal Exam nation form (032-03-654) is used
for this purpose, unless incapacity is established by receipt of

Social Security Disability benefits.

a) Enpl oynment status refers to:

1) Full-tinme Enploynment - Enployed to work 30 hours or nore per
week on an on-goi ng basis;

2) Part-tinme Enploynment - Enployed to work |l ess than 30 hours
per week on an on-goi ng basis;

3) Not Enpl oyed Throughout A Month - Applicabl e when an
i ndi vi dual begins or term nates enpl oyment.

TANF Transnmittal 25
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b)

To determ ne the enpl oynment status of an individual who is not
enpl oyed to work a specific nunber of hours on an on-goi ng basis,
such as a person enployed on an on-call basis, as needed basis,
or fluctuating basis, the following criteria should be used:

1) Full-tinme Enploynent - Wbrking, or expected to work, 120
hours or nore per nonth;

2) Part-tinme Enploynent - Wbrking, or expected to work, |ess
than 120 hours per nonth.

Verification of an individual's enploynment status should be

provi ded by either an enployer's statenent of the number of hours
enpl oyed to work, or actually worked, or by pay stubs. For self-
enpl oyed individuals, the agency will be required to accept the
client's statenent concerning the nunber of hours worked, unless
the agency has reason to question the validity of the statement.

TANF Transnmittal 25
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Failure or refusal of the applicant/recipient to submt verification
of the expense will result in the anpbunt of the paynent being

determ ned without the expense being disregarded. |If the verification
i s subsequently provided, eligibility will be re-evaluated, and a
suppl enment issued for the nmonth for which the disregard was not
allowed. If termination or denial results fromnot allow ng the

di sregard, follow policy in Section 401.3.F.5. This disregard, when
applicable, is to be deducted from budget nonth income. Additionally,
the di sregard cannot be applied if the provider of care is a nenber of
t he assistance unit.

Budgeting adult/child care (if chosen):

Exanple 1: In Decenber, the inconme and adult care/child care (if
chosen) expenses anticipated for January, using appropriate

maxi muns, are verified and used to determ ne the ampunt of the
January paymnent.

Exanple 2: Budgeting the child care disregard of a child turning
2 years old when employnment is full-tine:

The child turns 2 on February 5. In calculating February's
paynment, anticipated i ncone and child care expenses, not to
exceed $200, are verified and used to determ ne the anount of the
paynment because the child was under 2 during that nmonth. For
March, anticipated i ncone and child care expenses, not to exceed
$175 (child now 2), are used to determ ne the amount of the March
payment .

Exanple 3: An ongoing recipient works part-time and has chosen
to have child care costs disregarded. In May she reported that
her job changed to full-tine on May 15. The prospective for June
must reflect the appropriate maxi mum di sregard for full-time

enpl oynent. If eligible, the June paynment will be cal cul ated
using the full-tinme maxi mum

NOTE: Earned incone cases that becone ineligible may be eligible for
transitional child care benefits. See Section 401.8.

* 45 CFR 233.20(a)(11)(iii)
TANF Transnmittal 25
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C. Count abl e Earnings - The amount of nonthly earnings remaining after
the appropriate di sregards have been deducted is the countabl e earned
i ncome to be used in conputing need and anpbunt of assistance.

TANF Transnmittal 25
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10.

11.

12.

13.

14.

15.

16.

Any portion of an SSI paynment and/or Auxiliary Grant.*

Payments to VI STA Vol unteers under Title I, when the nonetary val ue
of such payments is less than m ni mum wage as determ ned by the
Director of the action office,** and paynments for services of

rei mbursement for out-of-pocket expenses nade to individua

vol unteers serving as foster grandparents, senior health aides, or
seni or conpani ons, and to persons serving in the Service Corps of
Retired Executives (SCORE) and Active Corps of Executives (ACE) and
ot her prograns pursuant to Titles Il and 111, of Public Law 93-113,

t he Donestic Volunteer Service Act of 1973, including Amrericorps

VI STA. ***  The worker must contact the Action Ofice at the foll ow ng
address or tel ephone nunber when VI STA paynents are reported; Action
Ofice, 400 N. 8th Street, R chnmond, Virginia 23219, (804) 771-2197.

Note: This disregard does not apply to payments to participants in
Amreri corps USA and Americorps NCCC. These prograns are under the
authority of the National and Comunity Service Trust Act of 1993
whi ch contains no requirenment to disregard paynments to participants
appl ying for or receiving TANF.

The Veterans Admi nistration educational anpbunt for the caretaker 18
or older is to be disregarded when it is used specifically for
educational purposes. Any additional noney included in the benefit
amount for dependents is to be counted as incone to the assistance
unit.

Foster care paynents received by anyone in the assistance unit.

Al'l paynments issued under the Workforce Investment Act of 1998 (WA),
i ncl udi ng Job Corps paynents.

Income tax refunds (including Earned Income Tax Credit paynents and
refunds). These exenpt tax credits include federal earned incone tax
credits and state earned inconme tax credits.

Any paynment made under the Fuel Assistance Program

The val ue of supplenental food assistance received under the Child
Nutrition Act of 1966. This includes all school neal prograns; the
Worren, Infants, and Children (WC) Program the child care food
program and U.S.D. A reinbursenent paynents to day care providers
whi ch are authorized by the National School Lunch Act.

Al federal, state, or local government rent and housing subsidies
and utility payments. ****

* 45 CFR 233.20(a)(3)(X) *** 45 CFR 233.20(a)(4)(ii)(g)
** 45 CFR 233.20(a)(4)(ii)(h) **%* A5 CFR 233.20(a)(3)(xii)
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17.

18.

Any funds distributed to, or held in trust for, menbers of any Indian
tribe under Public Law 92-254, 93-134, 94-540, 98-64, 98-123, 98-124
or 97-458. Additionally, interest and investnent income accrued on
such funds while held in trust, and purchases made with such interest
and investment incone are disregarded.*

The follow ng of distributions received froma Native Corporation
under the Al aska Native Clains Settlement Act (Public Law 100-241):

a. Cash (including cash dividends on stock received froma Native
Corporation) to the extent that the total received does not
exceed $2, 000 per individual per cal endar year

b. Stock (including stock issued or distributed by a Native
Corporation as a dividend or distribution on stock);

C. A partnership interest;

d. Land or an interest in land (including and or an interest in
| and received froma Native Corporation as a dividend or
di stribution on stock); and

e. An interest in a settlenent trust.

*

45 CFR 233.20(a)(4)(ii)(e)
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19.

20.

21.

22.

23.

24,

25.

26.

Income derived fromcertain submarginal and of the United States
which is held in trust for certain Indian tribes (Public Law 94-114).

In determining eligibility for assistance, the first $50 of tota
child or child and spousal support paynents received by the
assistance unit is to be disregarded. |In calculating the initia
nonth's paynment(s) the $50 disregard is only to be applied if it is
anticipated that $50 will not be collected by DCSE subsequent to case
approval (the date that the approval action is keyed into ADAPT). If
it is anticipated that at least $50 will be collected, the support
disregard is not to be applied when calculating the initial paynment
since the unit will receive a disregard paynent fromDCSE. * |If the
anmount that is anticipated to be collected by DCSE after case
approval is less than $50, disregard an ambunt from the support
received prior to case approval that will ensure the total support

di sregard for the nonth does not exceed $50. For ongoi ng cases, DCSE
wi Il send each assistance unit a disregard paynment of the first $50
of child support received each nonth (see item 24 below). The $50
disregard is only applicable to current chil d/spousal support
paynments received each nonth.

Payments sent to the recipient by the State which are identified as
di sregarded support.*

Federal major disaster and energency assistance provided under the
Di saster Relief and Energency Assistance Anmendnents of 1988 and

di saster assistance provided by state and | ocal governnents and

di saster assistance organizations (Public Law 100-707).

Payments received by individuals of Japanese ancestry under the G vil
Li berties Act of 1988, and by Al euts under the Al eutian and Pribil of
I sl ands Restitution Act (Public Law 100-383).

Payments by VIEWfor support services such as transportation
uniforms, child care, etc.**

Any paynent received fromthe Agent Orange Settl enment Fund or any
other fund established in response to the Agent Orange product
l[iability litigation.*** To verify whether a paynent is an Agent
Orange paynent, use docunents in the individual's possession. |f the
i ndi vi dual cannot pro-vide verification or the situation is unclear,
wite to the Agent Orange Veteran Paynent Program P.QO Box 110,
Hartford, CT 06104, Attention: Agent Orange Verification. |nclude
in the request the veteran's nane and social security number. If a
survivor of a qualifying veteran was paid, also provide the
survivor's name and social security nunber.

Payment received by individuals under the Radi ati on Exposure
Conpensation Act (Public Law 101-426).

*

* %

* k *

45
45

CFR 233.20(a) (4) (ii)(j)
CFR 233.20(a) (11) (V) (c)

Publ i c Law 101-239
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27.

28.

29.

30.

31.

Funds received pursuant to the Maine Indians Clains Settlement Act of
1980 (Public Law 96-420); and the Aroostook Band of M cnacs
Settlement Act (Public Law 102-171).

Funds paid to an escrow account established under the Family Self-
Suf ficiency Program of the Departnent of Housing and Urban
Devel opnent .

Student financial assistance received under Bureau of Indian Affairs
student assi stance prograns. *

Interest earned or appreciation in value on a savings or investnent
account for the purpose of self-sufficiency.

Up to $2,000 per year of inconme received by individual |Indians, which
are derived from !l eases or other uses of individually-owned trust or
restricted | ands. **

* Public Law 102-325
** Public Law 93-134
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32.

Al'l bona fide | oans, regardl ess of the intended use.* This includes
| oans obt ai ned for any purpose, and may be froma private individua
as well as froma conmmercial institution. A sinple statenment signed
by both parties indicating that the paynent is a | oan and nust be
repaid is sufficient to verify that a loan is bona fide. If the
customer indicates that noney received was a | oan but does not
provide required verification, the noney is to be treated as unearned
incone in the nonth received.

Interest earned on the proceeds of a loan while held in a savings
account, checki ng account, or other financial instrument will be
counted as unearned income in the nonth received.

33. I ncome, including support, received by or on behalf of a child
ineligible for TANF due to the famly cap provision.**

34. Payments received by victins of Nazi persecution under Public Law
103- 286.

35. Mat chi ng contributions deposited in an individual devel opnent account
(I1DA) or on the applicant/recipient's behalf in a parallel account
mai nt ai ned by the organization adm nistering the | DA program (Refer
to Sections 303.2 | and J regarding IDA s.)

36. Income received by children who are in a VIEWperiod of ineligibility.

37. Interest income of less than an average of $10 per nonth.

38. TANF Match Paynments issued to TANF recipients based on current support
collected by the Division of Child Support Enforcenent.

39. Any veteran benefits received by children born with spinal bifida, who
are natural children of individuals who served in Vietnamduring the
peri od begi nning January 9, 1962, and ending on May 7, 1975.

40. Payments received fromthe R cky Ray Henophilia Relief Fund
establ i shed under Public Law 105-369.

41. Al lowances, earnings, and paynents to individuals participating in
prograns under Title I of the Wdrkforce I nvestment Act (WA).***

B. I ncome From Social Security and Gther Benefits - Monthly benefits received

or anticipated to be received by nmenbers of the assistance unit, or
i ndividuals required to be in the assistance unit, nmust be counted as
income, with the follow ng exceptions:

1

VWhen a nenber of the assistance unit is eligible for benefits (such as
but not linmted to, RR Retirenment, private corporation retirenent,

* 45 CFR 233.20(a) (3)(xxi)
** Code of Virginia, Section 63.2-604
*** 20 CFR 667.272 (c)
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Vet erans, Social Security, or any reduced benefits), the verified
amount nust be counted, even though the individual chooses not to
accept such benefits.

The agency has a responsibility to explore potential resources and
assi st the applicant/recipient in developing themto a state of
avai l ability whenever possible.*

2. When educational benefits are being received from Veterans
Admi nistration. (See 305.4.A. 12.)

3. When the Medicare Part B premiumis deducted fromthe Social
Security or Railroad Retirenent benefits of an individual who is
al so receiving Medicaid. The amobunt of benefits actually received,
plus the anount of the Part B premium is counted as incone since
Medicaid will pay the premiumduring the time the individua
recei ves Medi cai d.

C. Lunp Sum Paynments - The recei pt of a nonrecurring |unp sum paynment, such
as the accumul ation of benefits for a prior period, including Social
Security and Worknen's Conpensation benefits; paynents in the nature of
a windfall, e.g., inheritances or lottery w nnings; personal injury
awards; life insurance settlenment when the policy is owned by soneone
other than a nenber of the assistance unit; or incone from any ot her
nonrecurring source, except lunmp suns for casualty property |oss, shal
be counted as inconme in the nonth of receipt. This evaluation of |unp
sunms al so i ncludes those received by the parent(s) of a minor caretaker
or a stepparent who is not included in the assistance unit.

In situations involving casualty property |oss paynments for repair or
repl acenent of damaged/| ost property, such paynments will not be

consi dered as countabl e incone even in the nonth of receipt as the
paynent is designed to allow for the replacenent of danaged/| ost
property.

1. Det er mi ni ng anount of lunp sumto be considered - Only the anpunt
recei ved by an individual which is available for naintenance (| unp
sum less directly related expenses paid) shall be considered as
i ncone.

2. Al | onabl e expenses include, but are not linted to:

Paynment of debts which are incurred for a nmenber of the assistance
unit, such as:

medi cal bills incurred fromthe period prior to receipt of the
[ unp sum

expenses related to a natural disaster or fire,

costs related to avoiding the assistance unit's eviction and/or a
utility cutoff,

weat her related repairs or replacenent to the hone in which the
assistance unit lives, and

funeral expenses.

* 45 CFR 233.20(a)(3) (i Xx) TANF Transmittal 25
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Example: M. S. notifies the local agency that her claimfrom an
aut omobi | e acci dent has been settled. The settlement was for

$5, 000. She received fromher attorney, a check in the amunt of
$1,000. The check stub states $2, 000 was deducted to cover |ega
expenses and $2,000 for nedical expenses. The $1,000 that she
actually received is considered income in the nonth of receipt.

Lunp sum paynents received as a result of an accunul ation of benefits
for a prior period, such as Social Security benefits, will have no
directly rel ated expense deducti ons.

The client nust provide verification of paynent of those expenses within
10 days. In instances where verification of paynent is not provided
within 10 days, the lunmp sum paynent in its full amount, nust be counted
in the nonth of receipt only.

3. How to count lunp sum- Add the lunp sumor the remainder of the
lunp sumafter directly related expenses to other net countable
i ncome received in the same nonth to arrive at total incone for
nonth of receipt*.

a. If the applicant/recipient has know edge of the date and
amount of the lunp sum before receiving it and reports it,
the lunp sumor remminder of the lunp sumwill be counted in
the nonth that it is expected to be received.

b. If the recipient reports receipt of a lunp sumon the
day that it is received or any day thereafter, the |unp sum
is countable income for the nonth of receipt only, and nust
not inpact any future nonths.

Exanpl e 1: Applicant applied for TANF on February 15". She was
in a car accident several nonths ago and received a settlenent of
$15, 000 on Decenber 10'". The application nust be processed

wi t hout counting the |unmp sum as incone.

Exanple 2: A TANF applicant reports at application that she
recei ved an insurance check this nonth to repair damage to her
hone caused by Hurricane Isabel. She anticipates using the noney
to repair her hone. This lunp sum nust not be counted as incone
in the nonth of receipt or for any future nonths.

Exanmpl e 3: An ongoi ng TANF recipient calls the |ocal agency on
March 11" to report receipt of a $5,000 inheritance check. The
TANF check for March was issued on the first of the nmonth. The
[ unp sum cannot inmpact March and nust not be counted for any
future nonths.

Money received fromthe sale of a resource is not considered a | unp sum
Money received fromthe sale of or conversion of a resource is a resource.

* 22 VAC 40-295
TANF Transmttal 25
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Exanpl e 4: A TANF recipient calls her worker on June 15" to
report she will receive a Social Security payment for her son on
July 3. The payment will be $200 for each month; March, Apri

and May. The |ocal agency must count this as incone for the nmonth
of July.

TANF Transmittal 25
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After deternmining that an alien neets the alienage requirenents in
Section 201.7.A. 2.a. — d, the worker nust determne if sponsor deem ng
is applicable to the individual. The alien groups exenpt from sponsor
deem ng are refugees, asylees, deportees, parolees, Cuban-Haitians,
and veterans/persons in active duty and certain of their relatives
(Section 201.7.A.2.d). Aliens exenpted are responsi ble for proving
that their original entry status was one of those |isted above if
their current status is different.

1. Al i ens Whose Sponsor Executes an Affidavit of Support on or After
Decenber 19, 1997

Section 213A of the Immgration and Nationality Act, as anmended by the
Il1legal Inmmigration Reformand | mmgrant Responsibility Act of 1996
(P.L. 104-208) requires that the sponsor of an alien applying for an
imm grant visa or adjustnent of status on or after Decenber 19, 1997,
sign Form1-864, the "Affidavit of Support Under Section 213A of the
Act." The sponsor of an alien who applied for an inmgrant visa or

adj ustment of status before Decenmber 19, 1997, is not subject to the
requi renments of Section 213A and nust sign Form1-134, the "Affidavit
of Support,” or another "non-213A" affidavit of support, as deterni ned
by USCI S.
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shoul d i nclude the reference "Deternination under 421(e) of the
Personal Responsibility and Wrk Opportunity Reconciliation Act
of 1996" and should be sent to the foll ow ng address:

U S. Citizenship and Imm gration Services
Statistics Branch

425 | Street NW

Washi ngton, D.C. 20536

e. Special Rule for Battered Spouse and Child - Sponsor deeming
requi renents are suspended for a 12-nmonth period fromentitl enent
to TANF for sponsored aliens who have been battered or subjected
to extrene cruelty and the | ocal departnent of social services
has determined that there is a substantial connection to the need
for benefits and the battery or cruelty.

After 12 nonths, the battered spouse or child may continue to
recei ve assistance if the battery or cruelty was perpetrated by
the sponsor and has been recogni zed by a court order or USC S
det erm nati on.

To qualify under this special rule, the batterer must not be
residing in the same househol d as the individual who was
subjected to the battery.

Note: This provision only applies if the battered or abused
alien entered the U S. prior to August 22, 1996, but is sponsored
on or after Decenber 19, 1997.

f. Rei mbur sement Procedures - Execution of the affidavit of support,
coupled with the sponsored immigrant's acquisition of permanent
resi dence, creates a contract which is legally enforceable. The
sponsor is obligated to rei nburse governnent agenci es which
provi de public benefits, including TANF, to the sponsored alien.
Procedures for requesting and receiving reinmbursenent will be
issued in a future transmttal. |If repaynent is received from
the sponsor before rei nbursenment procedures are issued, contact
the Regional TANF Specialist for interiminstructions.

2. Al i ens Whose Sponsor Executed an Affidavit of Support Before Decenber
19, 1997

Aliens who applied for inmgrant visas and those who filed for an

adj ustnent of status before Decenber 19, 1997, are not subject to
sponsor deem ng, as the sponsor’'s obligation to support expired after
three years

TANF Transmittal 25
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Step (1)

Step (2)

Step (3)

TANF Grant Cal cul ati ons

Conpare total gross countable income of all nenbers of the
assi stance unit agai nst the maxi muminconme | evel (see Appendix 1
to Section 305).

The earned income disregards of Section 305.1A.1 apply to this
st ep.

If income of the A U exceeds the nmaxi mumincome figure, the case
is ineligible. If the income of the assistance unit equals or is
| ess than the maxi numincone figure go to Step 2.

To be used for screening initial applications and persons bei ng
added to an existing assistance unit. 1In the follow ng order

(a) Det ernm ne nonthly gross countabl e earned income for the
assi stance unit.

(b) Deduct the standard deduction, as defined in Section
305.1A. 2, fromtotal gross earned i ncone of the assistance
unit if the case qualifies for this disregard and the incomne
i s not exenpted.

(c) Deduct 20% of the remai nder of the gross incone.*

(d) Deduct antici pated expenses up to the all owabl e maxi num as
specified in Section 305.3.B.5. for care of each dependent
child or each incapacitated adult included in the AU if
t he enpl oyed person qualified for this disregard.

(e) Add any unearned incone to the adjusted gross earnings.

(f) Screen the remining i ncone agai nst the standard of
assi stance for the appropriate locality. |If there is no
deficit, eligibility does not exist. |If there is a deficit,
go to Step 3.

(a) Deternmi ne nonthly gross countable incone for the assistance
unit. In the follow ng order

(b) Deduct the standard deduction as defined in Section
305.1A.2 if the incone is not exenpt and if the AU qualifies
for this disregard.

* 22 VAC 40-295-60
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(c)

(d)

(e)

Step (4) (a)

*

(b)

(c)

Deduct 20% of the remai nder* of the assistance unit’s earned
income if the assistance unit qualifies for this disregard.

Deduct antici pated expenses, up to the all owabl e naxi mum as
specified in Section 305.3.B.5. for care of each incapacitated
adult/child, if appropriate, included in the assistance unit
if the nmenber qualifies for this disregard.

Add any unearned incone to the adjusted gross earnings. The
result is net countable incone. Note: The TANF Mat ch Paynent
i s NOT countabl e unearned incone.

Choose the appropriate Standard of Assistance for the
applicant and all menbers of the assistance unit fromthe
appropriate locality group (Section 304, Appendices 1 and 2).

Subtract the net income, including any unearned i ncone from
the Standard of Assistance.

If there is a deficit of $9.99 or less, the assistance unit
will be ineligible for a noney paynent; but the case will be
deenmed to be eligible for TANF and will be carried as an
active TANF case.

22 VAC 40-295-60
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SSA Quarters of Coverage Verification Procedures for Aliens

For aliens sponsored pursuant to the "Affidavit of Support Under Section 213 of
the Act," the sponsor's obligation termnates if the alien has worked or can be
credited with 40 quarters of qualified work. This appendix, in conjunction with
the State Verification Exchange System (SVES) User Quide, contains the process
for determi ning the nunber of qualifying quarters with which an alien can be
credited.

To determ ne the nunber of quarters available to an eligible alien unit menber
the EWmnust obtain answers to the foll ow ng questions:

1. How many years has the applicant, the applicant's spouse, or the
applicant's parents (before the applicant turned 18) lived in this
country?

2. How many years has the applicant, the applicant's spouse, or the

applicant's parents (before the applicant turned 18) comuted to
work in the U S. from another country before coming to the U S. to
live, or worked abroad for a U S. conpany or in self-enploynment
while a | egal resident of the U S ?

(I'f the total number of years to both questions is |less than 10
years, the agency does not need to ask question 3 because the 40-
guarter standard cannot be net.)

3. In how many of the years reported in answer to question 1, did the
applicant, the applicant's spouse, or the applicant's parent earn
noney t hrough wor k?

(To determ ne whether the applicant's earnings were sufficient to
establish "quarters of coverage" in those years, the agency should
refer to the income chart included in this appendix.)

If the answer to question 3 is 10 years or nore, the EWnust verify, from USC S
docunents or other docunents, the date of entry into the country for the
appl i cant, spouse and/or parent. |f the dates are consistent w th having 10 or
nore years of work, an inquiry through SVES nust be nade.

The applicant nust conplete the "Consent for Release of Information" (copy on
page 4 of this appendix) by providing full name, social security nunber and date
of birth of each individual (self, spouse, or parent) whose work history is

rel evant to the sponsor deeming determination. |In addition, the applicant nust
provi de a consent form signed by each such individual, except deceased persons,
gi ving SSA permi ssion to release information through SVES on that individual to
t he agency and/or the applicant. The formnust be retained in the case file to
document the individual's consent. A consent formis valid for 12 nonths from
the tine of the signature.
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Who Conpletes the Application - The applicant nust conplete the
application hinself when he is physically and nentally capabl e of doing
so. If he is unable to conplete the application, the information and
hel p he needs nmust be given. If help is needed, the interactive
interview nust include time to read each section of the application to
the applicant, with sufficient explanation and rephrasing to nake the
neaning clear. During the interviewthe eligibility worker will enter
the information provided into the ADAPT system

After the interviewis conpleted, the infornmation entered nust be
reviewed with the applicant. The eligibility worker nust also read and
explain to the applicant/spouse the statenents pertaining to the
applicant's responsibilities. Only the signature of the person maki ng
the application is required. The signature of the spouse should be
obtained if possible but the absence of the spouse's signature will not
negate the validity of an application. Additionally, when a m nor
parent requests assistance for her child and her parent(s), the
signature of the nminor parent's parent(s) or person standing in |oco
parentis shoul d be obtained if possible but the absence of this
signature will not negate the validity of the application

If the applicant w shes to change any of the infornation he has provided
or any infornmation as it appears on the application, the worker nust
make t he change in the ADAPT system

When the application is conpleted by an authorized representative, it
nmust be signed by such individual. The worker nust also explain the
responsibility for providing accurate information and the penalties for
wi t hhol ding or providing fal se statenents.

Tinme Standard for Processing Application - The |ocal agency must provide
assistance units that conplete the initial application process a decision
on their application within 30 cal endar days follow ng the application
filing date. This tinme standard covers the day foll owi ng the date of
recei pt of the signed application to the date the assistance check or the
notification of denial of assistance is mailed to the applicant. (The
applicant nmust be informed of the tinme standard at the tinme of
application.)

1. Exception to the 30 day processing standard may apply when

a. the applicant has limtations that hinder himfrom securing
verifications. |In this instance the |ocal agency nust assist the
applicant in securing verifications. The BDOA wll be the first
of the nonth followi ng the nonth of application

b. an energency beyond the agency’'s control occurs - |If an agency
del ay occurs, and the application was otherwi se eligible, the BDOA
must be the date of application

2. At no tine should the application remain pendi ng beyond 60 days.
If action is not taken within the tinme standard, the case record nust show
the cause for delay and the applicant nust be notified via the notice of

action of the status of his application, the reason for delay and his
right to appeal
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b. If the individual requesting to be added to an approved
case is not a required unit nenber, the date of
application is the date of the individual's request.

2. Persons Added to a Pending Application - Wen an individual is
added to a pending application, the individual's date of
application is the same as for the application already
pendi ng.

H. Effective Date - The term "effective date" is the sane date as the
begi nni ng date of assistance neans the first of the nonth for which the
check is applicable, or in the case of term nation/suspension, the |ast
day of the appropriate nonth. (Exception: The effective date for
applications approved in the nonth of application is the date of
aut hori zation.)

l. Begi nning Date of Assistance (BDQA) - When eligibility for financia
assistance is determined within 30 days follow ng the date of application
eligibility shall begin effective the date of application. The date of
application is the date the signed application was received by the | oca
agency. No paynent shall be nade for a period prior to the date of
application.

If eligibility is not determned within 30 days followi ng the date the
application was received, the BDOA will be the first of the next nonth
(month following the month in which the application is received, provided
eligibility is determined to exist).

Eligibility nmust be determ ned for each nmonth of the application period.
Applicants nmay be ineligible for the nonth of application and the nonth of
processi ng, however, if eligibility exist for the future nonth, approve

t he application, deny benefits in ADAPT for the nonth of application and
the next nonth, and grant for the future nonth.

Refer to Section 401.2.B.2.c. and d. for adding persons to an existing
case.
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J. Di sposition of Application Under Special Conditions* - An application
may be di sposed of for reasons other than approval or denial under the
foll owi ng special conditions. In such cases the "Notice to Cient of
Action" nust be sent.

1

Wthdrawal - An applicant may voluntarily w thdraw his application
at any tine during the initial determ nation of eligibility. This
may be done by a signed statenment indicating the wish to w thdraw
the application or nay be done by verbal request. The "Notice of
Action" nust be sent to confirmthe applicant's notification that
he wi shes to withdraw. It can be printed and given to the
applicant during the interactive interview

Inability to Locate - |If reasonable efforts to |ocate the
appl i cant are unsuccessful, the agency must include on the notice
to client of action the agency's attenpts to |ocate himor request
that he contact the agency. If the applicant does not contact the
agency so that a decision can be nade within the tine standard,
the application will be denied.

Death - If the applicant dies before action can be taken on his
case, his application is denied and a letter rmust be sent to the
next of kin, if known, advising that an application for public
assi stance on behalf of the eligible children had been nade and is
bei ng deni ed. The case record nmust contain verification of death,

i ncludi ng the date of death.

When an application is disposed of under one of the conditions described above,
board action on the case is not required, but the basis for termination nust be
recorded in the case record. Cases deni ed under these conditions are recorded
statistically as applications wthdrawn and should be reported to the |oca

board at

its next neeting.

* 45 CFR 206. 10(a) ( 8)
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Substantiation of Eligibility Factors

1

Initial Eligibility

The applicant nust be advised of the need to substantiate the
eligibility factors (e.g., categorical requirenents and incone) and
that he may have in his possession the necessary evidence to
establish eligibility. The responsibility of the eligibility worker
is to secure, evaluate, substantiate, and record the facts regarding
each element of eligibility, including the date of substantiation
and the method of securing the information. This information mnust
be entered into the applicant's ADAPT case file to the extent
possible. In addition, the worker rust conpl ete the Permanent
Verification Log (032-03-823A) and either the Eval uation of
Eligibility Form (032-03-823) or the ADAPT Verification Form (032-
03-366) to record all other information obtained in evaluating
eligibility and the benefit anount.

At the time of application, there should be a joint decision between
the client and the worker as to how necessary verification will be
secured and who will assume the responsibility for securing each.

If, after advising the applicant of the necessary information, the
applicant is reluctant or unwilling to provide verifications and
refuses to permit the worker to secure them the worker rmnust
consider carefully with himhis reasons and explain that w thout the
required verification, eligibility cannot be established.

Exception: If the client is unable or refuses to provide
verification of categorical requirements for a child who is required
to be included in the assistance unit or if the child does not neet
the conditions of eligibility, that child will be excluded; however,
it may be possible to determine eligibility for the remaining

assi stance unit menbers.

If the client decides to assune the responsibility for obtaining the
required verification, he nust be advised that the information mnust
be provided to the agency within ten (10) days and that failure to
do so may affect the decision of eligibility. |If the client cannot
obtain the necessary information, because of circunstances beyond
his control, and requests the worker's assistance in securing such

i nformati on, the agency worker nust then assunme the responsibility
for obtaining the needed verification

VWhen the responsibility for obtaining verification has been assumned
by the worker, the client nust be advised that if the agency or
person from whom verification has been requested does not respond to
the request, eligibility cannot be established. In these
situations, the Notice to Cient of Action nmust be sent and the case
record docunmented to reflect attenpts made to obtain verification
Copies of all relative correspondence nust also be in the case
record.
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If eligibility is established within the original 30-day processing
time, the original application date is protected when

an application is denied as a result of lack of required
verification. The initial application date nust be used if
subsequent information substantiates the applicant's eligibility.
(See 401.3.F.5.)

Ongoing Eligibility

VWhen changes occur within the renewal period that affect eligibility
or benefit anount, the agency nust evaluate the change and take
action to adjust the benefit anount, if necessary. The
responsibility for changes lies with both the recipient and | oca
agency. The assistance unit nust report changes in incone and

assi stance status. Unless exenpt, ongoing cases are subject to
interimreporting requirements and nust file an InterimReport about
their circunstances between renewals. The agency nust make
adjustments in entitlenent and benefit ampbunt based on reported
changes and for changes the agency initiates.

a. Changes That Miust Be Reported

1) The foll owi ng changes nust be reported by the assistance
unit foll owi ng case approval

e Changes in address (a new physical or mailing
address); and

e Changes in income that place the monthly incone of
t he assistance unit (composition at approval or nost
recent renewal ) above 130 percent of the federa
poverty | evel (FPL).

e That an eligible child has left the hone.

Assi stance units must report the changes |isted above
within 10 cal endar days fromthe date the unit knows of
t he change, but the report is tinely if reported by the
tenth of the follow ng nonth. The 10-day period begins

t he day the change becones known to the assistance unit.
If the assistance unit is uncertain of the exact date or
t he exact anount of incone that has changed, the 10-day
reporting period begins the day the change occurs. The
change may be reported on the Change Report form by

t el ephone, face-to-face, by mail, or electronically.

The unit may also report a change of its circunstances
with the filing of the InterimReport. Changes nay be
reported by an assistance unit nenrber or any person
havi ng knowl edge of the assistance unit's circunstances.

VWen the report is made by mail, it may not reach the
| ocal agency within the 10-day period. The assistance
unit will have net the reporting requirement if the

letter is postmarked within the 10-day peri od.
Substantiation of eligibility factors or verification of
any change requested by the worker nust be provided by
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the reci pient as soon as possible but no later than 10
days fromthe date the information is requested.

2) Local Agency Action on Changes

The agency nust act pronptly to terminate or to adjust
benefits when changes in the assistance unit’s

ci rcunmstances or inconme are reported by the recipient,

i ncludi ng i nformati on about an inpendi ng change reported
at application.

The TANF case nust reflect the foll ow ng changes:

e changes reported by the assistance unit;

e changes put into ADAPT to neet reporting or policy
requi renents of another program

e changes to prevent duplicate receipt of benefits; and

e changes that are considered verified upon receipt,
such as notification by the foster care worker that a
child has been renoved fromthe home and placed in
foster care.

O her informati on may become known to the agency through

other means than |listed above. |If the change is one
that the assistance unit was required to report, the
agency nust act on the information. |If the change is a

change that was not required to be reported, the agency
must hold the information and evaluate it at the next
interimreport or renewal, whichever cones first.

Action will be taken according to Section 305.1, page
11.

Substantiation of Eligibility - The recipient nust be advised
of the need to substantiate eligibility factors whenever a
change is reported. Wen changes that affect eligibility or
paynment anmount occur after the case has been approved, the
responsibility for the change lies both with the recipient and
the | ocal agency.

If required verification is not obtained or provided in tine
to prospectively deternmine eligibility for the next payment or
to conplete a redeterm nation by the due date, continuing

eligibility cannot be determ ned and the case will be
suspended for one nmonth only. |If verification is still not
provi ded, the case will be closed for the month follow ng the

nmont h of suspension. (See 401.3.G 4.)

If verification is provided after the action to suspend has
been taken, the worker will reinstate assistance for the nonth
of suspension, if appropriate. O, if verification which
establishes continued eligibility is provided after action to
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cl ose has been taken but before the effective date of closure,
the worker will reinstate assistance effective with the nonth
cl osure was to occur

Addi ng Persons Required To Be in the Assistance Unit - The
assi stance unit nust report a new unit nmenber when conpleting
a renewal or InterimReport. If a new unit nmenber enters the
hone between renewals or InterimReport filing, the report is
considered tinely provided the individual entered the hone
after the nost recent renewal or InterimReport was conpl et ed.
The change to add a person required to be in the assistance
unit nust be made by the agency within 30 days follow ng the
date the new nenber was reported

1) Eligibility for Paynments — Once the agency has secured
verification of categorical requirements and conditions
of eligibility have been net, the individual's needs and
income are to be included in deternmining eligibility and
t he amount of future paynents.

If verifications and conditions of eligibility are
substantiated within the 30-day tinme frane for addi ng
persons or the 30-day period has passed and the agency
can docunment that the delay in providing categorica
verifications/nmeeting eligibility conditions was due to
good cause (beyond the assistance unit's control),
paynments begi nning with the date the change was reported
nmust be recal cul ated considering the individual's needs
and i ncone.

Regardl ess of whether the new individual's presence is
reported tinely, if the required categorica
verifications are not provided or the conditions of
eligibility are not net until after the 30-day tine
frame established for adding the individual, and the
del ay was not due to good cause (beyond the assistance
unit's control), eligibility for retroactive paynments is
to be determ ned beginning with the date the | ast
required verification was received by the agency or
condition of eligibility was nmet. Any underpaynents
identified nust be corrected.

The above procedures will require the proration of the
first nonth's assistance in nost instances. (Refer to
Section 502.2.A)

NOTE: Refer to 201.12 for the famly cap provision
whi ch affects newborn children, sone adopted chil dren
and the child subject to the famly cap provision who
noves back into a parent's hone.

TANF Transmttal 25



401. 2
TANF MANUAL 7/ 04 Page 3

Practices Specifically Prohibited - The follow ng practices are
specifically prohibited:

(a) Entering a hone by force, w thout knocking or under fal se pretenses.

(b) Maki ng home visits outside of working hours, unless such a visit
cannot be arranged during working hours because of the
applicant/recipient's enploynent, or a hone visit has been requested
by the applicant/recipient. Wen such visits are necessary, the
case record nust be documented accordingly. Making visits other
than specified is not acceptabl e under any circunstances.

(c) Searching in the home, in closets, drawers or papers, etc.

D. Recommendati on Regarding Eligibility - The eligibility study nust be
conpl eted as pronptly as possible, but in all cases within the tine needed
to assure the assistance check, or notice of denial is mailed to the
applicant within 30 days followi ng the date of application.* Wen the
eligibility study is conpleted, the eligibility worker is responsible for
maki ng a reconmendation of eligibility or ineligibility. The
recomendati on nust be supported by the facts recorded in the eligibility
case record.

E. Decision of Eligibility - Federal regulations** require a decision be nade
pronptly on applications, in accordance with the State established tine
standards, unless the application is disposed of under special conditions.

A decision of eligibility or ineligibility nust al so be nade when
eligibility is reconsidered as specified in Section 401. 3. ***

The Code of Virginia, Sections 63.1-109 and 63.1-114, provides that the
decision of eligibility is the responsibility of the |local board.

However, the Superintendent is to take action with regard to eligibility
if the local board does not act within the specified time limts or if the
circunstances require i nmedi ate assi stance to prevent hardshi ps or other
action. The superintendent's action in such instances is official and not
subject to confirmation by the local board; the case nust be presented to
the | ocal board at the next neeting, however, for action on continuing
eligibility.

Case Action - This is the formal agency action and is required with
respect to initial determnation of eligibility and, if eligibility

exi sts, the ampunt of assistance and BDOA; persons eligible for

assi stance; nethod of paynent and designation of payee, if other than
el i gi bl e person; changes in anount of assistance paynent; ineligibility
for assistance.

All case actions nust include the effective date of the action taken. In
actions regarding an initial paynment, this will be the BDOA

* 45 CFR 206. 10(a) (3)

** 45 CFR 206. 10(a) (8)

*** A5 CFR 206.10(a) (9)
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401. 3 RENEWAL OF ELIGBILITY - Eligibility for TANF reci pients nust be
redetermned on all eligibility factors subject to change at |east every 12
nont hs, unless a shorter renewal period is required by Food Stanps.

A A renewal of eligibility cannot be considered conplete and the renewal
dat e cannot be updated in ADAPT until the follow ng requirenents have been
met :

1. Al'l elements nust be reeval uated and substantiated except date of

birth; relationship, if the caretaker remains the sane; citizenship
and social security nunber; or

2. If all required el enents have not been reeval uated and
substanti ated, assistance nmust be suspended in accordance with
Section 401.3 G The tinme limt on suspension of assistance (one
nonth unless there is a different reason to suspend for a second
nonth) is applicable to renewal suspensions.

3. The nonth in which the renewal of eligibility is due to be conpleted
is counted fromthe date of eligibility (include the nonth of
initial eligibility in this computation) and any changes di scovered
during the review process should be reflected in the follow ng
nont h, unl ess such changes are prohibited by the tinme standards.

Exanpl e: Date of Application - July 3
Date of Approval - July 20
BDOA - July 3
Renewal Due - June - Effective July 1

Date of Application - July 10

Dat e of Approval - August 7

BDOA — July 10

Renewal Due — June - Effective July 1

Date of Application - July 21

Dat e of Approval - Septenber 5

BDOA - August 1

Renewal Due — July - Effective August 1

B. A face-to-face interview nust be conpleted with the recipient once every

12 nont hs.

1. A face-to-face interview may be conducted in the office of the loca
departnment of social services, the home of the recipient, or a place
agreeable to both parties which will insure privacy and
confidentiality. Hone visits nay be made as deened necessary by the
eligibility worker based on the recipient's circunstances. |If a

hone visit is made, the eligibility worker must conplete the
redeterm nation interview using the Application for Benefits or the
Eligibility Review form Parts A and B.
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2. The recipient's rights and responsibilities nmust be reviewed and
expl ai ned.
C. Joint Processing - The Food Stanp Act of 1977 requires that renewals for

TANF and t he Food Stanmp Program be handled in a single interview when the
foll owi ng conditions exist:

1. When all persons in the case receive TANF and food stanps as the
sane househol d, and

2. VWhen the SOF is conpleted prior to the nonth or in the same nonth in
which the certification period ends. (Refer to the Food Stanp
Certification Manual, Volune V, Part |Il, H) The provisions in

Section 401.1. A also apply to renewal s.

Joint processing is also required when conducting an Interim Report
review. TANF and food stamp cases with the same case number will receive
one Interim Report. Information provided must be used to determine both
food stamp and TANF eligibility.

D. Overdue Renewals - In the event that a renewal of eligibility is not
conpl eted according to the above, the worker will adjust the time frane by
scheduling the intervals at no later than 12 nonths fromthe nonth in
whi ch the application is conpleted. Exanple: The regularly schedul ed
renewal was due to be conpleted in January; however, it is not done until
March to be effective April 1. The next renewal will be due in March.

E. Est abl i shing Separate Assistance Units - A new application nust be
conpl eted when an individual or famly separates froma famly group which
is receiving assistance and forns a separate assistance unit. The new
application nust be processed in accordance with policy.

F. VWhen Conpl etion of a New Application |Is Not Required

1. Addi ng an individual to an existing assistance unit. Verification of
all eligibility requirenents nust be obtained on the new individua
and an eval uation of the new assistance unit's need and eligibility
nust be made. (See 401.2 B.2.c. and d.)

2. A guardi an, committee, or personal representative payee is appointed
or the payee changes. The new payee, identified as comittee or
personal representative, nust sign a new SOF

3. Emer gency Assistance is granted to a current recipient of TANF

4, The action to deny an application is reversed by a hearings
deci si on.

5. Action taken to deny an application or close a case as a result of

the lack of required verification is reevaluated as a result of
i nfornati on received by the worker within 30 days follow ng the
application date or prior to the effective date of closing and
eligibility is deternmned to exist.(See 401.2.B.)
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G Suspensi on of Assistance* - The grant nay be suspended for one nonth when
t he agency has reason to believe that ineligibility will exist for only
that nmonth. The grant may be suspended for two consecutive nmonths only
when the reason for suspension in the second nonth is different than the
reason for the suspension in the first nonth. There shall be no instances
in which a case is suspended for nore than two consecutive nonths. If the
i nformati on needed to establish continued eligibility is not provided or
renders the case ineligible, the paynent for the following month will be
term nated and the case cl osed.

Suspension of a payment is appropriate when

1. Actual incone is being used to cal culate the paynent according to
policy in Section 305.1.B.2. and it is anticipated the recipient
will receive a periodic extra pay check in the paynent nonth

2. Antici pated i ncone causes ineligibility for one nonth.

3. The agency cannot contact the client and contact is necessary to
establish continuing eligibility and the client cannot be |ocated or
agency nail to the client has been returned by the post office. The
case record nust be docurmented on agency efforts to | ocate the
client. Suspension shall occur as soon as administratively
possi bl e.

4, Informati on needed to verify a change in circunstances or to
substantiate eligibility is not provided in time to inpact the next
paynment. (See 401.2.B.2.)

5. The custoner fails to appear for a renewal interview

6. The customer fails to return an Interim Report (not applicable to
FEP cases).

7. The current net monthly support exceeds the current TANF benefit
(ADAPT will automatically close the case when net support exceeds
the TANF benefit for two consecutive months).

Exception: The full grant is sanctioned (i.e., the case is eligible for $0
grant) when a VIEWparticipant is not in conpliance with VI EWwork

requi renents. Since the TANF case is not closed for a VIEWsanction, the
sanction is inmposed by a suspension of the grant using the appropriate
suspensi on code.

H. Interim Reporting - Interim report filing is required for all cases,
unless they are exempt from filing as noted below. Assistance units
subject to interim reporting must file an Interim Report by the sixth
month of the renewal period. The assistance unit composition and financial
circumstances reported on the Interim Report will be the basis of the TANF
benefit amount for the remainder of the renewal period, unless the
assistance unit reports additional changes after filing the Interim
Report.

1. Exemption from Filing

a. All adult members of the assistance unit are elderly (60 years
of age or older);

* 45 CFR 233. 34(d)
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2. Agency Responsibilities

J. Interi
forns
verif

1

The | ocal agency nmust review the list of cases sent the Interim
Report against the returned forns. |If an assistance unit fails
to return the formby the fifth day of the sixth month of the
renewal period, the agency nmust send the assistance unit another
formalong with the Interim Report Form - Request for Action
(032-03-649). The assistance unit will have 10 days fromthe
mail date to return the second Interim Report.

m Report Eval uation - The agency nust assess Interim Report
recei ved from assi stance units for conpl et eness, acconpani ed
cations, and reported changes.

InterimReport Returned Tinely - If the assistance unit
returns the InterimReport tinmely and there are no changes in
ci rcunmst ances, the EWnust rescind the suspension and
reinstate the case in ADAPT. |If there is a change in
eligibility or grant anpunt as a result of information
received on the InterimReport, the grant must be revised and
an adequate notice sent.

InterimReport Not Returned Tinmely - If the returned Interim
Report is inconplete or |acks required verifications of
reported changes, the agency must send the Interim Report Form
— Request for Action (032-03-649), and the original Interim
Report to the assistance unit. The unit will have 10 days to
supply information, verification, or to conplete the form

The agency nust photocopy the inconplete InterimReport before
sendi ng the formback to the assistance unit.

The agency nust consider the report inconplete if:

. The formis not signed by an individual listed in
Section 401.3.1.1;

. The unit fails to submit verification of changed incone,
resi dency, or assistance unit nenbers;

. The unit fails to provide information needed to
determne eligibility or benefit Ievel; or

. The unit failed to address all questions.

The EW mnust use reasonable judgment to deternmine if the
InterimReport is incomplete. For exanple, if the assistance
unit marks “No Change” on the formfor income but supplies new
pay stubs, the report should not be considered inconplete.

If a conpleted InterimReport and required verification are
returned within the 10-day time frame, the EWnust make

adj ustments, as needed, to reflect information fromthe
InterimReport in eligibility or benefit anount effective the
seventh month. The EWnust notify the assistance unit of the
benefit cal cul ati on based on the InterimReport for the
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second half of the renewal period and act to reinstate the
case in ADAPT after the evaluation of the InterimReport. The
agency nust provide an adequate notice to notify the

assi stance unit of the benefit cal cul ation

Interim Report Not Returned or Returned Incomplete - If the
assistance unit fails to return the Interim Report or the
follow-up Interim Report or if the assistance unit fails to
provide needed verifications and the original Interim Report
returned for completion, the EW must act to close the case
effective the last day of the sixth month. The assistance
unit will not receive benefits beginning with the seventh
month. The agency does not need to send either an advance or
an adequate notice when the assistance unit fails to submit a
completed Interim Report or fails to take required actions or
to supply requested verifications.

Verification Requirements - In order to determine eligibility
for the second half of the renewal period, the assistance unit
must supply verification of eligibility factors. The unit
must provide the following:

a. Proof of changed earned or unearned income amounts or
source;

b. Proof of a change in the assistance unit members; and

c. Proof of other elements. The assistance unit may need

to verify other eligibility elements reported on the
Interim Report as needed.

Note: The assistance unit does not need to submit

verification of self-employment or contract income that has
been averaged.
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6. A reevaluation of eligibility based on information received
within 30 days of the date followi ng the application date or
prior to the effective date of case closing occurs.

The notice shall be sent imediately followi ng the case action or at the
expiration of the tine standard for processing applications, as
appropri ate.

The Notice to Cient of Action is used for this purpose. The notice shal
state the anpunt of assistance; the amount of the TANF Match Payment (when
applicable); the reasons for the action or failure to act and the
regul ati ons supporting action taken; and explain the
applicant's/recipient's right to request an agency conference and/or to
appeal if he disagrees with the action. A copy of the leaflet, "Appeals
and Fair Hearings," nust be attached to the formif this information is
not printed on the back of the form Fill in the necessary information on
the leaflet. (Refer to the Food Stanp Manual, Part Xl X, Appendix |, for a
list of legal aid offices in the state.) If the appeals and fair hearings
information is on the back of the form the worker nust enter information
about the local legal aid programon the front of the form

B. O her Action Requiring Adequate Notice - The form Advance Notice of
Proposed Action, will be used to provi de adequate notice in certain
situations, however, it is not necessary to send it 10 days prior to the
ef fective date of the action. The notice nust reach the client no later
than the effective date of action. In any situation |listed below, the
assi stance check will not be mailed in the original anmobunt. The foll ow ng
situations would warrant an adequate notice. *

1. The agency has factual information verifying the death of a
reci pient or of the payee when there is no relative available to
serve as new payee and no person who can serve tenporarily as
ener gency payee.

2. The agency has verified that any nmenber of the unit has been
admitted or conmitted to an institution in which he does not qualify
for public assistance.* Note: See policy in 201.5.B to evaluate
continued eligibility.

3. The recipient's whereabouts is unknown and agency mail directed to
t he payee has been returned by the post office indicating no known
forwardi ng address. (The recipient's check nust, however, be nade
available to himif his whereabouts becone known during the paynent
peri od covered by a returned check.)*

4, A recipient has been accepted for assistance in a new jurisdiction
within the state and the locality previously providing assistance
has witten evidence establishing that fact.*

5. The agency has witten evidence that the TANF child(ren) has been
renoved fromthe hone as a result of a judicial determination or has
been voluntarily placed in foster care by his |Iegal guardian.*

* 45 CFR 205.10(a)(4)(ii)
TANF Transmittal 25



TANF MANUAL

401.5
7/ 04 Page 10a

Appl i cants/recipients nmust be advised of changes not required to be
reported that may increase benefits, such as |oss of incone and additiona
fam |y menbers in the hone.

C.

d.

Liability for failing to report changes.
Met hods of Reporting

The Change Report (032-03-051) must be given, with an explanation of
its use.

Changes may be reported by tel ephone, in person, or in witing.

The agency's responsibility to conplete the application within 30
days followi ng the date of application or make indicated changes in
amount of payment as necessary.

The applicant/recipient's right to appeal if action is not taken on

his application or request for an increase within the required tine
period of if he is dissatisfied with the agency's action
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B. In Energency Assistance to Needy Fanmilies with Children - The tota
paynment which may be granted to a family under the Emergency Assistance
program nust not exceed $500.
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502. 2 PERI OD COVERED BY PAYMENT -

A

Paynment covers need for the entire cal endar nonth of eligibility (Section
401.1.1.), except when eligibility is determned in the sane nonth in

whi ch an application for financial assistance is received or when an

i ndividual is added to an existing case. No paynent nay be issued,
however, prior to the date of application. The effective date of paynent
is the date that initial eligibility for assistance or a change in anmpunt
of assi stance begins.

No paynent shall be made on an approved application for periods prior to
the date of application. If the beginning date of assistance is not the
first of the month, the benefit for that nmonth nust be prorated. This is
acconpl i shed by dividing the anbunt payable by 30 days, regardless of the
total nunmber of days in such nonth. This ampbunt is then nultiplied by the
actual days in the nonth including and follow ng the date of

aut horization. Additionally, when an individual is added to an existing
case, the individual's portion of the grant nust be prorated for the
first nonth of eligibility with the beginning date of paynent established
in accordance with Section 401.2.B.2.c.

Exanple #1: A Group Il locality receives a signed application from M.
Doe on August 18. She requested assistance for herself and two (2)
children and reports no incone. The agency determned she is eligible to
recei ve an assi stance paynent on August 24. The begi nning date of
assistance for Ms. Doe is August 18. The agency will conpute her first
nonth's paynent based on the foll ow ng infornmation:

1. 14 days = nunmber of days for which Ms. Doe is eligible to receive
assi stance i n August.

2. $320.00 - paynent amount for full nonth's benefit.

The nethod of conputation is as foll ows:
$320.00 +30 = $10.67 x 8 = $149.38
$149.00 grant (rounded down)

Example #2: A Goup Il locality receives an application on August 5
requesti ng assistance for a nother and two (2) children. The famly

recei ves Social Security of $88.50 each nonth. The agency determ nes
eligibility on August 10. The begi nning date of assistance for Ms. Doe is
August 5. The first payment will be conputed as foll ows:

$320.00 - $88.50 = $231.50 full nonth deficit
$231.00 +30 = $7.70 daily rate

$7.70 x 21 days = $161.70 prorated deficit
$161.00 grant (rounded down)
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B. Vendor

An energency payee in an existing case, when a situation, such

as sudden death, desertion, inprisonnment, or conmtnent to a nenta
hospital, unexpectedly deprives the child of the care of the grantee
relative. Paynent to an energency payee is for a tenporary period,
limted to the time necessary to make and carry out plans for the
child's continuing care and, in any event, not exceed three nonths.

Paynment - The provider of goods and/or services.

502. 5 | SSUANCE OF PAYMENT

A

| ssuance Date -

1

The Monthly Money Paynment - |If the effective date is either the date
of application or the first of the nonth follow ng the nonth of
application, benefits should be authorized at the tine of approval.
ADAPT wi |l issue the paynent 2 — 3 days | ater. Subsequent ongoi ng
nont hly paynments will be mailed on the first of the nonth to cover

t he needs for that nonth.

Suppl enental Paynent - A suppl emental paynent is defined as a
paynment given in addition to the pre-authorized assi stance paynent
as a result of a change in circunmstances which increases need for a
speci fic nonth.

Suppl ementary checks are to be issued i mediately using an effective
date of the first of the nonth for which the check is being witten.

Vendor Paynents are to be issued after the end of the nmonth, upon
receipt of a bill fromthe provider of goods or services. Wen
protective vendor paynents are nade in TANF, under conditions
specified in Section 502.7, it may be necessary in sone instances to
i ssue such paynents at intervals during a nonth.

TANF Match Payments - TANF Match Payments are defined as current
child support paid on behalf of a case, less $50. The Match payments
are issued in the second month following receipt and are issued with
the TANF benefits as a single payment.
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B. Multiple Checks - Upon witten request fromthe recipient, assistance
paynments may be issued seminonthly or at nore frequent intervals,
provided the total payment in a nonth does not exceed the budgetary
deficiency for that nonth.

C. Mailing of Checks - Al checks, including the initial noney paymnent,
are to be mailed via the United States Postal Service, unless the
reci pient has a justifiable reason for calling in person at the office
for the check or for asking that the check be delivered directly to him
at his place of residence. Such reasons should be stated by the
recipient in witing and his signed and dated witten request shoul d be
filed in the case record. A receipt should be secured for any checks
delivered personally in the office or in the home. Proper
identification should be requested if there is any doubt as to the
identity of the recipient.

D. Ener gency Paynents - Emergency paynents shall be issued by |ocal boards
in emergency situations or in the event of delay or error in a State
i ssuance of checks for paynents of assistance.* The State agency is to
rei mburse the local board for such paynents. In emergency situations
which result fromlost or stolen checks, the State Departnment shal
assune liability for |osses incurred by |ocal boards due to fraudul ent
acts by recipients provided, however, the |local agency referred the
case to the Comonweal th Attorney and the decision to prosecute or not
has been made by the Conmonweal th Attorney. Emergency paynments must be
i ssued in these two situations:

1. In the event of lost or stolen checks, a replacement check mnust
not be issued until after the fourth mail delivery. The State
Department of Social Services and the |ocal agency must ensure
that no undue del ays occur in issuing replacenent checks. A
repl acenent check nust be issued upon receipt of notification
that the stop paynent process has been conmpleted. This includes
recei pt of three notarized affidavits by the State Departnent of
Soci al Services Fiscal Processing Unit. Refer to Appendix | to
Chapter 500 for detail ed check handling procedures. The
Affidavit on Check Endorsenent (032-06-118) is avail able at
http://1 ocal agency. dss. st ate. va. us/ di vi si ons/ bp/ tanf/forms. cgi

2. Once the application has been approved for paynent, an energency
paynment will be issued to a client who is in dire need at the
time of initial application

3. VWhen issuing a Full Enploynent Program (FEP) stipend or bonus
paynment, the replacenent check nust be a State-issued check. Do

not issue a FEP replacenent check fromlocal funds, as no process
exists to reinburse the locality.

* Code of Virginia, Section 63.2-323
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502. 6

A

| NTRASTATE TRANSFERS -

Transferring the Case

VWhen a recipient of TANF or TANF-UP noves fromone locality to live in
another within the state and there is no other change in his

ci rcunmst ances which would render himineligible, he is entitled to
receive assistance without a break. To assure the continuation of

assi stance without interruption, the follow ng procedure must be used.

1. If the nove is the result of the fam |y seeking tenporary
shelter/housing in another locality within the State of Virginia and
the famly intends to return to the original locality, the origina
locality may, at its option, keep the case for up to two paynent
nonths. If the family has not returned to the original locality
after the second paynent has been issued, the case nust be
transferred in accordance with the procedures outlined below. In
nmaki ng a determination as to whether the original locality should
keep the case, the agency should work with the unit and consider the
di stance of the nove and any hardshi ps that woul d be encountered by
the unit in reporting changes, etc. and whether the unit is residing
inadfferent locality grouping. If the case is retained by the
original locality, the paynent will be based on the paynent |evel of
the original locality.

2. If the nove is permanent (i.e., the assistance unit does not intend
to return to the original locality or if the agency determnines that
the case should be transferred during a tenporary nove), the
locality fromwhich the recipient has noved (the transferring
locality) nust, within five working days of notification, conplete a
desk review and forward the eligibility case record along with a
Case Record Transfer Form (032-03-227) to the receiving locality if
the case continues to be eligible. The case record nust contain al
verification and other docunmentation substantiating eligibility. The
transferring locality nust forward the entire case file to the
receiving locality. If the transferring locality wi shes to maintain
a part, or all of the case file, they nust copy the portion that
they wish to keep, and forward all of the original case file
contents to the receiving locality.

The eligibility case record nust be sent by certified mail, or by a
courier service which is under contract with the Departnent of Social
Services, or delivered personally, to the receiving locality and a
recei pt must be obt ai ned.

Note: If the transferring and receiving agency both use an el ectronic case
record system the transferring agency nmay send a conpact di sk of the case
information if that is acceptable to the receiving agency.

If the receiving agency does not use an electronic case record system the

transferring agency nust print the case information and send the docunents
to the receiving agency.
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B. Transferring Agency Responsibility

The transferring agency nust conplete a desk review to assure the
correctness of the next payment as the transferring locality is
responsi ble for the accuracy of this paynment. The desk review entails
reflecting all changes known or reported prior to the recipient's nove
which affect eligibility or payment and any changes occurring as a result
of the recipient's nmove. It also entails a review of the case to insure
that any other follow up or special reviews have been conpleted. |If the
case is overdue for review, the transferring locality does not have to
conplete a renewal prior to transferring the case.

Local social services agencies nay not transfer TANF cases in the
foll owi ng instances:

The case has a suspension status due to InterimReporting.
The case has a suspension status due to tenporary ineligibility for any
reason (one nonth).

e The case has a suspension status because net support is greater than
the current TANF benefit.

e The TANF application is pending. The original agency nust process the
application. The agency must secure sufficient information to process
t he application unless the applicant elects to withdraw the
application.

Cases that have been sanctioned for non-conpliance with a VIEWrequirenent
nmust be transferred.

The transferring agency nust send the recipient a Notice of Transfer
providing notice that their case has been transferred and listing the
nane, address, and tel ephone nunber for the receiving agency. |If any
changes during the desk reviewresult inineligibility or a decrease in
the grant, procedures with respect to the Advance Notice of Proposed
Action (032-03-018) are applicable.

The transferring locality will specify on the Case Record Transfer Form
that the nonth following the nonth in which they send the form and case
record to the new locality is the last nonth for which they will make
paynment. |f the TANF case was receiving food stanps, the transferring
locality rmust note the inpact of the transfer on the food stanp case on
the Case Record Transfer form |f the case is open to services, the
transferring locality will inmmediately notify the service worker of the
client's nove and new address, and upon conpl etion of the Case Record
Transfer Form wll forward a copy to the service worker. Verification on
changes which could not be made for the next paynment, due to the advance
notice requirenents, will be included in the case record and will also be
specifically noted on the Case Record Transfer Form under additiona
remarks. The receiving locality will take the necessary action to nmake the
change(s) and send the Advance Notice of Proposed Action i mediately.

Grant adjustnents necessary to conformw th the standard of assistance in
effect in the locality to which the recipient has noved nust be nade
effective for the nonth following the recipient's nove. If the adjustnent
results in a decrease or term nation of assistance, tinely notice nust be
given to the client. It is the responsibility of the transferring locality
to give tinmely notice. (See 502.6 B.2. for detailed instructions regarding
transfers between Loudoun County and other agencies.)
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C

Recei vi ng Agency Responsibility

The receiving locality is responsible for conpleting a desk review within
5 working days of receiving the case and acknowledging receipt to the
transferring agency using the Case Record Transfer form. The desk review
must insure that there continues to be an eligible child in the home,
inquiry about new employment with earnings greater than 130% of the
federal poverty level, and if a VIEW participant inquiry about reportable
changes for VIEW. The receiving agency must inpact these changes,

affecting eligibility or paynent for the first of the nonth follow ng the
month in which the transferring locality specifies as the last nonth they

wi || make paynent. This is the paynent nonth for which the receiving
locality will assune responsibility for the accuracy of the paynent. |f
the receiving locality wll not be approving the case, or will be

approving it in an anpbunt |ess than the prior paynent, they are
responsi bl e for sending the Advance Notice of Proposed Action to the
client.

There are no circunstances under which it is pernissible for the
receiving locality to return the case to the transferring locality
(other than the recipient subsequently noving back to the origina
locality).
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D

TRANSFER BETWEEN LOUDOUN COUNTY DSS AND OTHER LOCAL AGENCI ES

If the receiving locality will nmake the next paynment follow ng the
client's nove, changes reflecting either a decrease or increase, caused
solely by Loudoun County DSS neeting the standard of need, and the other
not, nust be nade.

If, however, the transferring locality is going to nake the next paynent
the following rule applies:

1. If the receiving locality is Loudoun County, the transferring
locality shall not increase the reinbursable anbunt since it does
not
have | ocal funds available for this purpose.

2. If the transferring locality is Loudoun County, the paynent nust be
adjusted in accordance with the paynent policy of the receiving
locality.

HANDLI NG OF APPEALS

1. If the desk review done by the transferring locality results in a
determ nation of ineligibility, that locality will close the case.
VWhen the appeal is validated, the transferring locality wll
reinstate the grant in the original amobunt (if client remains in
same group) or the ampunt appropriate to the locality in which the
recipient is living. The case should then be transferred to the new
locality advising themthat there is an appeal in process. \Wen the
appeal decision is final, the transferring locality will imediately
notify the new locality of the appeal decision so that the
appropriate action can be taken. If the case continues to be
eligible, the receiving locality will be responsible for recouping
any overpayments, by establishing the claimin ADAPT entering the
FI PS code for the agency where the overpaynent occurred. The FIPS
for an agency other than the current FIPS can only be entered during
the cal cul ati on of the overpaynent on BAT185 (Benefit Adj ustment
185% I nconme Test). |If the case is found to be ineligible, the
transferring locality will be responsible for recovering any
over paynents.

2. If the desk review done by the transferring locality results in a
reducti on of payment, and the client appeals the action, the appea
wi Il be against the transferring locality, but the locality who is
maki ng the next payment will be responsible for restoring the grant
to the correct level. The transfer procedure is to proceed as usual
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The Regi onal Hearings Oficer will send the receiving locality a
copy of the appeal validation and notify themas to the original
amount of assistance which nust be restored. If the case continues
to be eligible, the receiving locality will be responsible for
recoupi ng any overpaynents. If the case is found to be ineligible,
the transferring locality will be responsible for recovering any
over paynents.

3. If an appeal is filed due to a decrease resulting from adj ustnents
in the standards of assistance, the hearing will be ALLOWED.
F. MEDI CAl D COVERAGE

To assure continued Medi caid coverage the transferring locality must
i medi ately change the mailing address in the Medicaid conputer as
soon as the change is reported. The current city/county code is to
be changed sinultaneously with the forwardi ng of the case record and
THE REQUEST FOR TRANSFER ACCEPTANCE to the receiving locality.

G SI TUATI ONS AFFECTI NG THE TRANSFER PROCESS

1

Not e: There

Subsequent Mves During the Transfer Process - If the recipient
nmoves to a third locality before the receiving locality can conplete
their redeterm nation, the redeterm nati on does not have to be

conpl eted. The procedures outlined earlier in this section will be
followed to effect this subsequent transfer

Reapplications in Another Agency After Case dosings - If a fornmer
reci pient of ADC reapplies in another locality, that locality nay
request the case record fromthe fornmer locality. The fornmer
locality must comply with this request and forward the case record
to the requesting locality within five working days of receipt of
the request. The former locality should retain the financial and
statistical fornmns.

Applicant Moving to Another Locality within the State - In the event
an applicant noves to another locality, with the intent to remain
there, prior to conpletion of the initial deternination of
eligibility, the agency nmust process the application. |If
eligibility exists, the case nust be transferred foll owi ng policy
under Transferring Agency Responsibilities (502.6.B.). |If the
application is denied, the agency will notify the applicant using
the Notice of Action.

are no provisions for interstate transfer of cases. If a

reci pi ent noves to another state, assistance must be term nated and tinely

noti ce sent

advi sing the recipient of the case action.
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503.5 - REPAYMENT PROCEDURES - The | ocal departnment must notify the Division of
Fi nance of the TANF/VIEW overpaynent by entering the overpaynent information
into Application Benefit Delivery Automation Project (ADAPT).

If the overpaynent was caused by agency error, it nust be entered into both
ADAPT and the Locality Automated System for Expenditure Reimbursement (LASER).
The Division of Finance will deduct the anpunt fromthe next reinmbursenment nade
to the locality.

VWhen an overpayment is keyed in ADAPT, the FIPS entered nmust always represent
the originating locality. The originating locality is the locality in which the
over paynent occurred. An agency entering a claimin ADAPT, where the

over paynent occurred in another agency must enter the originating FIPS on BAT185
(Benefit Adjustnent 185% Income Test). This nmust be done before keying the

over paynent information on BATAOC (Create Overpaynent/Claim.

503.6 - WAI VER OF CERTAI N OVERPAYMENTS - Federal regulations allow certain
over paynents to individuals no | onger receiving assistance to be waived
(temporary delay).*

A Over paynent Less than $35 - All overpaynents to individuals no |onger
recel ving assi stance which are less than $35 are to be waived after the
| ocal agency has: 1) notified the individual, or attenpted to notify the
i ndi vidual if his/her whereabouts are unknown, in witing, that an
over paynent has occurred which nmust be repaid; and 2) the individual fails
to respond or refuses to cooperate with the request for repaynent. No
further action to recover the overpaynent is to be taken. The case record
nust be docunented. (NOTE: The agency must allow at |east 10 days from
date of mailing for the individual to respond to the request for repaynent
prior to waiving recovery of the overpaynent.)

B. Overpaynents of $35, or More - In situations where the outstanding

over paynent of TANF/VIEW to an individual no |onger receiving assistance
is $35, or nore, the |ocal agency may waive collection of the overpayment
after reasonable efforts to recover the overpaynment have been taken and it
is determ ned that further efforts would not be cost-effective. The agency
nmust notify the individual that an overpaynment has occurred, which nust be
repaid, by sending a letter requesting repaynent to the individual's |ast
known address. In order to denonstrate reasonable efforts, the agency nust
take the actions listed below. The actions nust be taken in the foll ow ng
order; however, the agency may eval uate whether further efforts would be
cost-effective after any one of the actions to collect the overpaynent is
unsuccessf ul

1. Attenpt to locate the individual. If the individual's present
wher eabouts are unknown and attenpts to | ocate the individual has
been unsuccessful, the case record nmust contai n docunentation of
attenpts nmade to locate the individual, such as mail returned to the
local agency

2. Deternmine that the former recipient has no means with which to repay
t he overpaynent. The case record nust contain docunentation of
evi dence used by the agency to determnine the individual has no
i ncome or cash reserves;

* 45 CFR 233.20(a) (13) (Vi) TANF Transmttal 25
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Assi stance paynments issued and paynent reductions del ayed as a result of
t he advance notice period are not overpaynments. Refer to the exanples
bel ow

Example 1: On April 27, Ms. Snith reports new enpl oynent. A prospective
determ nation reveals that Ms. Snmith's May incone is going to exceed
need. Due to the advance notice period, the worker cannot close the case
until June 1. The May paynent is not an overpayment.

Example 2: On August 5, Ms. Carter reports her new job. Although the
information is reported tinely, the agency fails to take action to reflect
the anticipated income for Septenber. Since the reason the Septenber
paynment was not reduced or term nated was because of the agency's failure
to act and not the advance notice requirenment, the Septenber paynent is an
over paynent whi ch must be recouped/recovered.

C | npact _on Earned Incone Disregards Wen Cal cul ati ng Overpaynents - Wen
cal cul ati ng overpaynments which are the result of the custonmer's failure to
timely report receipt of earned income, the earned inconme disregards are
not to be allowed in the 185% screening but are allowed in the standard of
assi stance screenings, and in determ ning the anmount of the correct
paymnent .

The earned income disregards are applied in accordance with Sections
305.1. A and B., when cal cul ating an overpaynent resulting from

-the agency's failure to act on a change in earned incone which was
reported timely,

- any action which cannot be taken due to the advance notice period, or

- paynents i ssued pendi ng an appeal deci sion
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D. Support Rel ated Overpaynents - Wen an over paynent occurs which is the
result of the client's failure to redirect support, the client's needs are
not to be renmoved for purposes of cal cul ating the overpaynent.

E. Income Rel ated Overpaynents - The | ocal agency nust determ ne the correct
amount of the paynent the assistance unit should have received for those
nmont hs the assistance unit actually received an overpaynent.* Using
conversion factors of 4.3 and 2.15, if appropriate based on Section
305.1.B. 2. b, screen the income at 185% and at the standard of assistance
to determ ne the nonthly payment amount. In cases involving changes
required to be reported or paynents nmade pendi ng an appeal decision, the
| ocal agency nust determine the nonth that the overpaynent initially
occurred and all other nonths as foll ows:

1. If, due to a m sunderstanding or inadvertent error on the part
of the assistance unit, an assistance unit failed to report a
change in its circumstances within 10 days of the date the change
becane known to the assistance unit, the first nonth of an
overpaynent will be the first nonth in which the change woul d have
been effective had it been reported in a tinmely manner

In no event, however, may the |ocal agency determ ne as the

first nonth in which the change woul d have been effective any nonth
later than two nonths fromthe nonth in which the change in incone
occurred.

2. If the assistance unit reported a change within the prescribed tine
limts, but the | ocal agency did not act on the change tinely, the
first nonth affected by the | ocal agency's failure to act nust be
the first nmonth the | ocal agency shoul d have made the change
effective. Therefore, if an advance notice was required but was not
sent, the local agency nmust assune that the maxi num advance notice
period as provided in Section 401.4.C woul d have expired w thout the
assistance unit requesting a fair hearing.

3. If prospectively ineligible, the full assistance paynment is an
over paynent.

4. If the prospective deternination renders the case eligible,
cal cul ate each nonth's overpaynent and apply earnings di sregards as
indicated in Section 503.7.C., if applicable.

F. Overpaynents Not Related to Income - If an overpayment is the result of any
factor other than incone, the overpaynent is to be based on the actua
circunst ances of the case each nonth.

* 45 CFR 233.20(a) (13) TANF Transmittal 24
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4. Check Reported Lost/Stolen by Payee
a. The payee reports nonreceipt of a TANF check
Responsi bl e

Party Action

LDSS The pay FIPS reflected on the Public Assistance
Payment History (CHPAHl) is the LDSS responsible for
the check, regardl ess of the present locality of
residence. The locality will request the stop
paynent, issue the replacenent check, and correspond
with FPU for that check. Note A FEP recipient check
nust be a State-issued check. |If locally witten, no
rei mbursement is avail abl e.
Before initiating any action, the EWnust | ook up the
paynent history to be sure a check was witten and
sent and to nmake sure that the check has not been
cancel | ed, undelivered, re-issued, mutilated or
stopped. |f any of these appear, refer to the
appropriate procedures.
To check the paynment history, access Option 8 on the
ADAPT Main Menu to bring up the Check Handling Menu
(CHMVENU). On CHVENU, access Option 1. This presents
the Public Assistance Paynent Hi story (CHPAHl) screen
where the status of the check is displayed. To view
paynent details, enter a “Y' beside the |ost/stolen
check and the PA Specific Payment History (CHSPHS)
screen wi |l display.

a. Qobtain signed affidavits:

Responsi bl e
Party Action
LDSS If a check was issued, have the payee conpl ete and

sign three State affidavits (Form 032-06-118/3).
Both the front and back of the affidavits nust be
conpleted. The affidavits nust be notarized and
stanped with the notary seal

If the affidavits are inconplete, incorrect, or are
phot ocopies, FPUw Il return themto the LDSS for
correction. FPUw Il not nake corrections to the
forns. Al three affidavits nust be original copies
with an original signature.

Note: The payee for the check is the only person
allowed to sign the affidavits. |If the payee and
recipient are two different people, be sure the payee
is signing the affidavits.
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Responsi bl e
Party Acti on
LDSS = Send two of the affidavits to the FPUin a |arge
envel ope. The affidavits nmust not be folded. Send
the affidavits via overnight pouch to:
Margretta Patterson
VDSS Central Ofice
Di vi si on of Finance
Fi scal Processing Unit
= Filethe third affidavit in the eligibility record.
b. Enter stop paynment request in ADAPT:

Responsi bl e
Party

LDSS .

Acti on

After the fourth mail delivery day fromthe check
date (same as the mail date), if the payee still has
not received the check and the check has not been
reported by the FPU as undelivered, initiate action
to stop paynent.

Note: |If the payee reports that the check has been
| ost or stolen after receipt, the stop paynent
procedures still apply.

The EW accesses the ADAPT Main Menu, selects Option

8, Check Handling Menu (CHMENU), then selects Option
2 on CHVENU to access the Public Assistance Paynent

Hi story (CHPAHL) screen.

On CHPAH1, place a "Y" in the field beside the TANF
check for which the stop paynent is appropriate. This
brings up the Check Status Update (CHSTAT) screen.

On CHSTAT, enter the appropriate stop paynent code in
the Status Update Reason Code field. Note: A
supervi sor nust authorize this function.

This information is sent to the FPU PA Check Actions
Required I nquiry screen, notifying FPU of the stop
paynment request.

Under no circunstances should an LDSS request a stop
paynment w t hout having two conpleted affidavits with
original signatures. An LDSS that requests a stop
paynment w thout first obtaining affidavits risks
nonr ei mbur serent of a locally issued repl acenent
check.

TANF Transnittal
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602.5 HANDLI NG OF SUPPORT PAYMENTS COLLECTED BY THE STATE

State and federal regulations require that all support paid for or on behal f of
a child or caretaker receiving TANF nust be directed to the State as a refund
toward public assistance paid on behal f of such children or caretaker.*

Federal regulations require the Support Enforcenent agency to notify the agency
admi ni stering the TANF program of the amount of support collected which
represents paynent on the required support obligation for each month. The
notification requirenents are acconplished through the report, TANF Cases,
Current Collected Support and Expected TMPs di splayed nonthly and accessed by

| ocal agencies on the VDSS Local Agency |Intranet Page. This report shows
support collected on the required support obligation by the State in the prior
month and is available on line by the 15" of the nonth following the month in
whi ch the support was collected. The |Iocal agency admi nistering the TANF
programis required, upon being informed of this amount, to determine if such
paynment is sufficient to make the famly ineligible for an assi stance paynent.**

Federal regul ations also require an anbunt not to exceed the first $50 of
support collected, which represents a paynment on a current support obligation

to be paid to the assistance unit and di sregarded in determ ning need and the
amount of an assistance paynment. |f such anmounts collected are fromtwo or nore
absent parents, only the first $50 of total support collected will be paid to

t he assistance unit and disregarded. No disregard paynment, shall be nade,
however, for a nonth in which there is no support collected. **

A Notification to Local Agencies

The report, TANF Cases, Current Collected Support and Expected TMPs

di spl ays current support paynents paid to DCSE on the required support
obligation fromnon-custodial parents for the nmonth identified on the
report. The nmonthly TANF benefit and the anpunt of the TANF Match Payment
(total current nonthly support, minus the disregard) will also display on
the report, TANF Cases, Current Collected Support and Expected TMPs.

This report must be accessed and reviewed nonthly. The amount of support
shown on the report should be used as outlined bel ow

1. Conpare the net support to the current nonthly TANF anount.

2. |If the net support does not exceed the nmonthly TANF anount no
further action is needed on the TANF case.

3. If the net support is greater than the current nonthly TANF
amount suspend the TANF benefit by cutoff of the report nonth.

4. \Wen the net support is greater than the current nonthly TANF
ampunt for two consecutive nmonths, the TANF case nust be cl osed
by cutoff of the report nonth.

Redi rected support paid to DCSE will not be screened at either 185%or the
standard of assi stance.

45 CFR 302.32(a) and Section 63.2-1909, Code of Virginia
** 45 CFR 233.20
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Payments made to DCSE in a nonth whi ch exceeds the grant ampunt will be
mar ked by one or two asterisks. The nunber of asterisks denotes how many
nmont hs net child support exceeded the nmonthly TANF grant amount. Two
asterisks will display when net support exceeds the TANF benefit for two
consecutive nonths. Cases marked with one asterisk must be suspended.
Cases marked with two asterisks are ineligible for assistance.

Failure by the | ocal agency to tinmely suspend the TANF case when net
support exceeds the benefit ampunt will result in an overpaynment to the
reci pi ent.

ADAPT wi || automatically close TANF cases narked with two asterisks. Wen
net support has exceeded the TANF benefit for two consecutive nonths,
ADAPT will close the case in the nmonth that the two asterisks appear on
the TANF Cases, Current Collected Support, and Expected TMPs report. The
closure will take place during the TMP process in ADAPT. Notices will be
generated and mail ed along with the regular TMP noti ces.

Exanple #1: A TANF recipient in a Goup Il locality receives a nonthly
TANF paynment of $100 and social security benefits of $128. The TANF
Cases, Current Collected Support, and Expected TMPs report issued in

Cct ober shows net support of $150 collected in September. The |oca
agency conpares the net support of $150 to the current nonthly benefit
amount (listed on the report). Net support exceeds the current TANF
benefit amount. The worker suspends the TANF case effective Cctober 317,
and sends the recipient an Advanced Notice of Proposed Action

In Novenmber the TANF Cases, Current Collected Support and Expected TMPs
report shows net support of $150 with two asterisks. ADAPT has
automatically closed the TANF case effective Novenber 31%, generated a
notice, and sent the notice to the |ocal agency.

Exanpl e #2: DCSE begins collecting support on behal f of a 3-menber TANF
AU in Septenber (Goup Il). The Cctober TANF Cases, Current Coll ected
Support, and Expected TMPs report shows net support of $350. The |oca
agency using this report in October conpares the net support to the
current TANF benefit anobunt. The net support exceeds the nmonthly benefit
amount of $320; the case nust be suspended effective October 31°.

Shoul d the net support listed on the TANF Cases, Current Coll ected
Support, and Expected TMPs report for Novenmber exceed the nonthly TANF
benefit ADAPT will automatically close the case effective Novenber 31°%.

Exanmpl e #3: The TANF Cases, Current Collected Support, and Expected TMPs
generated in Cctober shows net support of $73 for a TANF recipient in a
group | locality. The current TANF benefit amount di splayed on the report
is $292. No action is required on the TANF case.
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Support Enforcenment will then, on all cases in which eligibility no | onger
exi sts, take action to redirect the support to the family in lieu of the
public assistance paynent.

Note: The report, TANF Cases, Current Collected Support and Expected TMPs
and inquiry into the Automated Programto Enforce Child Support (APECS)
through the Multiple Systemlnquiry (MSl) are the only acceptabl e neans of
verifying support ampunts that have been redirected to and are collected
by the Division of Child Support Enforcenment. One of these sources mnust
be used in determning continuing eligibility for public assistance.

Support reported by a client is to be verified at the tinme it is reported
if it has not yet been re-directed to DCSE. Tinely action is to be taken
to close the case if the support causes ineligibility.

The only exception to using the TANF Cases, Current Collected Support and
Expected TMPs report or APECS inquiry is direct communication with the
district DCSE representative. The DCSE representative should only be
contacted when the recipient disagrees with the |listed anbunt. The case
record nust be docunented with the date, anount, and nanme of the DCSE
representative. However, the tine frame for taking action remains the
same. |If the case is determined to be ineligible, the case nust be
suspended before cutoff of the nmonth in which the TANF Cases, Current
Col I ected Support and Expected TMPs report was received by the agency.

TANF Transnmittal 25
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4, Det ernmi ne the nunmber of days of ineligibility by multiplying the
nunber of days determined in Step 3 by 1.33. Round up to the next
whol e nunber. This nunber cannot exceed 160 days.

5. Usi ng the nunber of days determined in Step 4, determ ne the date
that the period of ineligibility ends.

B. If the applicant receives diversionary assistance, he cannot receive TANF
until the period of ineligibility expires.

C An assistance unit can receive diversionary assistance only once in a
si xty-nont h peri od.

D. An assistance unit that is in a period of ineligibility for TANF due to
the tine imt on assistance is also ineligible for diversionary
assi st ance.

E. A child(ren) born to a client who is in a period of ineligibility for TANF
due to receipt of a diversionary assistance payment is not eligible for
TANF until the period of ineligibility expires.

801.7 ELI G BILITY DETERM NATI ON PERI CD

Local social services agencies nust determine eligibility for diversionary
assistance within five working days of the receipt of the final verification
that substantiates eligibility, or within 30 days followi ng the date of receipt
of the signed application, whichever occurs first.

801. 8 VENDOR PAYMENTS
Di versi onary assi stance paynents nust be made in the formof a vendor paynent.

If the worker cannot issue a vendor paynent due to systens linmtations, then a
paynment may be nmade to the recipient.

TANF Transnmittal 25



901.3 - 901.4

TANF MANUAL 7/ 04 Page 5

901.4

Upon notification fromthe VIEWworker indicating that the VIEW
participant is being placed in a Full Enploynent Program (FEP) placenent,
suspend the TANF paynent per 901.14. The eligibility worker nust conduct
a prospective determination of eligibility in the last nonth of the FEP
pl acenent .

RESPONSI Bl LI TIES OF THE VI EWWORKER - The VI EW wor ker rmnust :
Have the recipient sign the Agreenment of Personal Responsibility.

Note: Explain IPV (Intentional Program Violation) reporting requirenents
and penalties to the participant. Have the client sign the Notice of

Intentional Program Violation Penalties. This formnmay be |ocated on the
| ocal agency DSS Intranet site (www. | ocal agency. dss.state.va.us). Gve a
copy to the client and place a copy in the VIEWrecord. See Section 102.*

Enter the date that the Agreenment of Personal Responsibility is signed in
ESPAS on the VI EW assessnent record.

NOTE: This trigger will start the participation counter in VAC S that
tracks the 24 nonths of TANF eligibility.

Advise the eligibility worker of the non-exenpt recipient's refusal to
sign the Agreenent of Personal Responsibility, if applicable.

Deternine in which conmponent(s) an individual nust participate and whet her
he conpli es.

The VI EW Program consi sts of the followi ng conponents listed in priority
order:

1. Unsubsi di zed private sector enployment - full, part-tine, or
t empor ary;
2. Subsi di zed full-time enploynment (Full Enploynent Program;
3. Conmunity work experience - jobs selected to provide the recipient

with skills and serve a useful public purpose.

Report to the eligibility worker, within five worki ng days, any changes
which financially inpact the recipient, which have occurred in the VIEW
activities of the TANF or TANF-UP recipi ent such as securing of enpl oynent
or entering the Full Enploynment Program

Advise the eligibility worker that a case is to be sanctioned and the
appropriate sanction period.

Advise the eligibility worker when participation begins again so the
eligibility worker knows when to renove the sanction

Notify the eligibility worker of changes associated with FEP participation
that require action. Changes may include initiation of a FEP stipend,

i ssuance of a supplenental paynment to the participant, issuance of a

repl acenent check to the enployer, or evaluation of continuing eligibility
upon term nation of the placement. Notification is sent using the FEP
Conmuni cati on Form (032-03-655). The formis available online and nay be
sent by email. The online version can be accessed on the intranet at

http: //wwv. | ocal agency. dss. state. va. us/ di vi si ons/ bp/t anf/forns. cqgi

* 2002 Acts of Assenbly, |Item 362
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901. 5 PARTI Cl PATI ON AND COOPERATI ON REQUI REMENTS

A Agreenent of Personal Responsibility - As a condition of eligibility, all
non- exenpt individuals nust sign a witten Agreenment of Personal
Responsibility. A new Agreenent nust be signed at the initial VIEW
assessnment and upon re-referral following a reapplication or a period in
which the individual is exenpt. An individual is considered a VIEW
partici pant when the Agreenent of Personal Responsibility has been signed.
The agreenent will, at a mininum explain the 24-nonth tinme linmt and that
it is the participant's responsibility:

1. To seek enploynent to support his own famly.
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VI EW partici pants do not have earned income screened at 185% and the standard
of assistance. They may receive the standard deduction from gross income and
20% of the remminder *, and child or adult care costs as disregards.

To cal cul ate the VI EWpaynment (TANF grant), the eligibility worker must follow
the steps in Appendix 1 to this chapter. The TANF Match Paynment is not
considered in cal culating the VI EW paynent.

See Chapter 900, Appendix 1 for the VIEW Grant Cal cul ati on, Appendix 2, for VIEW
I ncome Exanpl es, and Appendix 3 for the Federal Poverty Level table.

A TANF recipient who enters the VI EWprogram erroneously, i.e., the recipient
did not report earnings that he received or expected to receive prior to
entering VIEWthat woul d have nade the case ineligible for assistance using the
185% and standard of assistance incone screenings, nmust have continuing
eligibility determ ned by using 185% and standard of assistance screenings (see
Section 305.1.A) |If the case does not pass the 185% and standard of assi stance
screeni ngs, the case nmust be closed as soon as administratively possible. If
the case is eligible at the standard of assistance screening, the VIEWgrant
calculation is appropriate for the nmonth followi ng the month in which the
earnings were reported to the agency. Overpaynents shoul d be cal cul ated per
503. 7.

Note: For a case that contains an individual who is a VIEWparticipant, the
VI EW grant cal cul ation applies to the total countable earnings of all required
assi stance unit menbers.

901.8 VEHI CLE VALUE LIMT — Repeal ed effective Decenber 1, 2003.

* 22 VAC 40-295-60
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901. 13 TRANSI TI ONAL BENEFI TS - When a VIEWcase closes, the fanly may be
eligible for Medicaid and up to one year of child care, transportation, and
enpl oyment and training.* Receipt of Medicaid during the VIEW 12-nonth
transitional period does not affect calculation of the 24-nonth period of
ineligibility. Eligibility criteria for transitional benefits are found in

A Medi cai d Manual Volunme X111, Section M)320.306 (Low Income Fanmilies with
Children (LIFC)) and ML520.500 (Extensions of Medicaid Coverage), for
Medi cai d;

B. Child Care policy manual for transitional child care;

C. TANF Manual , Chapter 1000, for transitional transportation and

transitional enploynent and training.

901. 14 FULL EMPLOYMENT PROGRAM - The Full Enpl oynent Program (FEP) is a
subsi di zed, training-oriented enploynment activity for VIEWpartici pants who have
been unable to find a job on their own. FEP uses governnment funds to directly
subsi di ze wages paid by the enployer. Wges are paid through the regul ar

enpl oyee payroll based upon hours worked in |ieu of TANF benefits. A nonthly
stipend is issued to the enployer for the duration of the FEP pl acement.

The FEP pl acerment and stipend periods are a fixed six-nmonth period. The

pl acenent begi ns the nmonth FEP enpl oyment begi ns and ends on the [ ast day of the
sixth nonth, e.g., placenent begins June 10 and continues through Novenber 30,
and the correspondi ng stipend period begins on July 1 and ends on Decenber 1.
The begin date of placement cannot be a date within the last 11 days of the

pl acenent nont h.

A parent or other caretaker-relative may participate in FEP. Only one person in
a case can be in FEP at any tine. No nenber of a case serving a VI EWsanction
can participate in FEP unless the m ninum sancti on period has el apsed.

A TANF PAYMENT DI VERTED TO EMPLOYER - \Wen notified by the VI EWworker of
the FEP placenment, the eligibility worker nust take action in ADAPT to
enroll the individual as a FEP participant and divert nonthly paynents to
t he enpl oyer. The EWnust send an Advance Notice of Proposed Action (032-
03-018) informng the recipient that the TANF paynent will be suspended.
Not e: Suspension in the context of FEP participation neans that no nonthly
paynment will be issued to the FEP participant while in the placenment. It
does not nean that action to suspend the paynent should be taken i n ADAPT,
as this would prevent issuance of the nonthly stipend to the enpl oyer.

The recipient is enrolled in FEP by conpleting the VIEWFull Enpl oynent
Program (AEVFEP) and Case Infornmation 2 (AECAS2) screens in ADAPT. The
AEVFEP screen must be conpleted first. 1In order for the stipend to be
i ssued to the enployer, AECAS2 nust be conpleted using a payee type of FP

*2002 Acts of Assenbly, Appropriations, |Item 354C TANF Transmittal 25
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If the Eligibility worker receives notification of a FEP placenment during
the 10 day notice period, the ADAPT system should not be updated until the
first of the following nmonth. It will be necessary to issue the initial
enpl oyer stipend out of Benefit Adjustnent. The EWrnust act on the
reported change within 10 days.

Example: On May 23 the Eligibility Wrker receives the FEP Conmuni cation
Form fromthe VI EWWrker indicating a FEP Pl acement began on May 18. The
Eligibility Wrker should wait until June 1 to enter the information into
t he ADAPT system A TANF paynent will be made to the client for June.
This is not an overpaynent since the Eligibility Wrker was not able to
provide tinely notice. The initial enployer stipend for the nmonth of My
shoul d be issued out of TANF Benefit Adjustnent at the begi nning of June.
The June enpl oyer stipend, will be issued through the nmonthly batch
process and will be received by the enpl oyer the beginning of July.

B. TANF ELI G BILITY DURING FEP PLACEMENT — A participant remains eligible for
TANF for the duration of the FEP placenment, with two exceptions: 1) no
eligible children remain in the home and 2) a VIEWsanction is inposed on
the FEP case.

Eligibility continues during FEP participation even though changes
reported woul d ot herw se cause the case to be ineligible, e.g., a parent
with income in excess of 130 percent of the federal poverty |evel.

1. During placenment in FEP enpl oyment, the recipient nmust continue to
report required changes (Section 401.2.B.2.), and the changes nust
be entered in ADAPT. Although the information entered does not
affect eligibility of the TANF case, the changes nust be eval uated
in accordance with Food Stanp and Medicaid requirenments and nmay
i npact the assistance unit’'s eligibility for Food Stamps or
Medi cai d.

2. If a redetermination is due anytinme during the FEP placenment and the
case is receiving TANF and Food Stanps, the redeternination nmust be
conpl et ed when due. Changes in the participant’s circunmstances wl |
not affect TANF eligibility during the FEP placement, except as
noted i n paragraph B above.

3. If the case is TANF only, the eligibility worker may postpone the
redeterm nation until the last nonth of the FEP placenment, since a
full evaluation of eligibility must be completed at that tinme. In

determ ning ongoing eligibility followi ng term nation of the FEP
pl acenent, the EWnust take into account any changes that have
occurred during the placenent. |If the FEP participant is retained
by the enployer followi ng term nation of the placenent, wages
recei ved are evaluated the same as for unsubsidized enpl oynment.
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4. If the FEP participant nmeets the criteria for interimreporting
during the FEP placenent, an InterimReport will be sent. However,

no negative action can be taken if the InterimReport is not
returned and/ or conpleted. ADAPT keeps FEP cases active so as not
to interrupt issuance of the stipend to the enployer.

| SSUANCE OF STI PEND PAYMENTS TO THE EMPLOYER — The enpl oyer stipend is a
nmont hl y payment paid as partial reinmbursenent of expenses incurred by the
enpl oyer for wages and training provided to the FEP participant. The
stipend is a predeterm ned, fixed anmobunt of $300 nonthly. Stipends are
normal Iy issued on the first of each nmonth through the nmonthly batch
process. However, the first stipend nmust be issued through Benefit

Adj ust ment when ADAPT cannot be updated because of the 10-day tinmely

noti ce period.

Stipends are paid beginning the nmonth after the participant enters a FEP
pl acenent. FEP stipends are issued for six consecutive nmonths, unless
notified by the VIEWworker to discontinue the paynents. 1In no instance
are stipends to be paid for nore than six nonths.

| SSUANCE OF TANF PAYMENTS DURI NG THE FEP PLACEMENT — A suppl enment a
paynment to the recipient my be issued in the follow ng situations:

1. The EWis notified by the ESWthat the participant worked | ess than
an average of 20 hours per week, with good cause. Good cause neans
that the failure to work was outside the control of the FEP
partici pant, such as, but not limted to, |loss of child care,
transportation, illness of the FEP participant or a famly menber
or anot her energency situation. The nunmber of hours worked and good
cause are determ ned by the VIEWworker. |f the ESWdeterm nes good
cause does not exist, no supplenment is to be issued.

The EWw Il issue a suppl enmental paynment through Benefit Adjustnent
usi ng gross earnings information provided by the ESWand ot her
count abl e incone received in the nonth for which the supplenent is
i ssued. The anount of the payment is determ ned using the VIEW
calcul ation. Use ADAPT Option 11 to create the paynent. [If an
over paynent or penalty is in effect, the paynment to the FEP

partici pant nmust be reduced accordingly.

2. Both a TANF paynent and nmonthly FEP stipend nust be issued in the
final nonth of the FEP period.

| SSUANCE OF EMPLOYER BONUS — The VIEWworker will notify the eligibility
wor ker on the Full Enpl oynment Program Conmuni cati on Form (032-03-655) when
a bonus payment nust be issued. The bonus paynent is a predeterm ned,
fixed ambunt of $500 payable to the enployer. A bonus is paid if the
participant is hired permanently at any tinme during the six-nonth

pl acenent period or within 30 cal endar days after the placenent has ended.
The EWw || issue the bonus paynment through Benefit Adjustnent. Only one
bonus payment may be issued per VIEWpartici pant per FEP pl acenent.
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The bonus cannot be issued in the same nmonth a stipend has been issued.
For exanple, if the final stipend paynment is issued in October, the bonus
paynment cannot be issued until Novemnber

F. TREATMENT OF CHI LD SUPPORT PAYMENTS — FEP partici pants nmust continue to
redirect all support to the Division of Child Support Enforcenment (DCSE)
while in a FEP placenment. DCSE will issue to FEP participants all child

support paynents they woul d otherwi se be entitled to receive. This
i ncl udes $50 di sregard paynents, and other support paynments they would
receive if they were receiving a TANF paynent.

G TANF MATCH PAYMENTS — TANF Match Payments will continue to be issued based
on current support paid to DCSE

H. REPLACEMENT OF STI PEND OR BONUS CHECKS — The FEP enployer will contact the
ESWif check repl acenent is necessary, and the ESWwill notify the EW
using the Full Enmpl oynment Program Conmuni cati on Form (032-03-655). If a
stipend is reported as lost, stolen, or nutilated, follow procedures in
Section 502.5.D and Appendix | to Chapter 500 to stop paynent.

The enpl oyer must conplete the required three copies of the Affidavit on
Check Endorsement. The enployer will determ ne the appropriate person to
conplete and sign the affidavit. This is usually an enployee in the
accounting departnent with responsibility for endorsing checks received.
If the enpl oyer endorses his checks with a stanp, the endorsenment stanp
shoul d be stanmped once on the signature section at the end of the
affidavit.

ADAPT codi ng applicable to FEP check repl acenents is the sane as for
rei ssuing or replacing TANF or Diversionary Assistance checks. Once the
worker is notified of a lost/stolen/nutil ated/returned check, the worker

must update the status of the check in Check Handling. |If the check was
cancelled or mutil ated, the replacenent check nust be issued through TANF
Benefit Adjustment. |If a Stop Paynent is placed against the check, the

stipend must be reissued through Check Handling. Under no circunstances
shoul d a I ocal check be witten to replace the original check
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STEP 1:

STEP 2:

STEP 3:

VI EW GRANT CALCULATI ON

Deternmine the total gross earned income of all required assistance
unit nenbers. Conpare the total gross earned inconme to the Federa
Poverty Level (see Federal Poverty Level Chart found in Appendix 3
of this Chapter) for the appropriate AU size. The federal poverty
level is to be applied uniformy in all of the three groupings of
localities in Virginia.

If the gross countable earned i ncone equals or exceeds the federa
poverty level, the case is ineligible.

If the countabl e gross earned incone is less than the federa
poverty level, go to STEP 2.

Det er mi ne count abl e unearned i ncone and conpare to the standard of
assistance for the AU. TANF Match Paynents received are not

consi dered count abl e i ncone. I f the countabl e unearned incone
equal s or exceeds the standard of assistance, the case is

i neligible.

If the countable unearned income is |less than the standard of
assi stance, the difference is the deficit ambunt. Go to STEP 3.

Use the gross earned inconme total of all required assistance unit
nmenbers.

In the follow ng order

a. Deduct the standard deduction* as defined in Section
305.3.B.3. per assistance unit fromtotal gross earned incone
if the assistance unit qualifies for this deduction and the
i ncome i s not exenpted.

b. Deduct 20% of the renmi nder. *

C. Deduct antici pated expenses, up to the all owabl e naxi mum as
specified in Section 305.3.B.5 for care of each child or
i ncapacitated adult included in the assistance unit if the
menber qualifies for this disregard.

* 22 VAC 40-295-60
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STEP 4:

STEP 1:

STEP 2:

STEP 3:

Add the total net countable earned income and the TANF deficit from
STEP 2. The net countable earned incone plus the TANF deficit shal
not exceed the federal poverty level. |If necessary, reduce the TANF
paynment so that the total of the net earned income plus the TANF
payment equal s the federal poverty |evel.

If the TANF paynment calculates to $9.99 or |ess, the assistance unit
will be ineligible for a noney paynent; but the case will be deened

to be eligible for TANF (VIEW and will be carried as an active TANF
case.

TANF-UP GRANT CALCULATION

Deternmine the total gross earned income of all required assistance
unit nenbers. Conpare the total gross earned income to 150% of the
Federal Poverty Level (see Appendix 3 of this Chapter) for the
appropriate AU size. One-hundred fifty percent of the federa
poverty level is to be applied uniformy in all of the three

groupi ngs of localities in Virginia.

If the gross countable earned i ncone equals or exceeds 150% of the
federal poverty level, the case is ineligible.

If the countable gross earned incone is | ess than 150% of the
federal poverty level, go to STEP 2.

Det er mi ne count abl e unearned i ncone and conpare to the standard of
assistance for the AU. |If the countable unearned i ncone equals or
exceeds the standard of assistance, the case is ineligible.

If the countable unearned income is |less than the standard of
assi stance, the difference is the deficit anmobunt. Go to STEP 3.

Use the gross earned inconme total of all required assistance unit
nmenbers.

In the follow ng order

a. Deduct the standard deduction as defined in Section 305.3.B. 3.
for the assistance unit fromtotal gross earned income if the
assistance unit qualifies for this deduction and the incone is
not exenpted.

b. Deduct 20% of the remai nder*.

C. Deduct antici pated expenses, up to the all owabl e naxi mum as
specified in Section 305.3.B.5 for care of each child or
i ncapacitated adult included in the assistance unit if the
menber qualifies for this disregard.

* 22 VAC 40-295-60
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STEP 4:

Add the total net countable earned inconme and the TANF-UP deficit
from STEP 2. The net countable earned i ncone plus the TANF- UP
deficit shall not exceed 150% of the federal poverty level. |If
necessary, reduce the TANF-UP paynent so that the total of the net
earned income plus the TANF-UP paynment equal s 150% of the federal
poverty | evel .

If the TANF-UP paynent calculates to $9.99 or |ess, the assistance
unit will be ineligible for a noney paynent; but the case will be
deenmed to be eligible for TANF-UP (VIEW and will be carried as an
active TANF- UP case.
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VI EW GRANT CALCULATI ON

Exanpl e 1 - Earnings

Assi stance unit of 2 in a Goup Il locality. Mmreceives a TANF Match Payment
of $135 and earns $450 gross nonthly. The nonthly Federal Poverty Level for an
assistance unit of 2 is $1,041.

Step (1) - Screeni ng at Federal Poverty Level

$ 450.00 G oss Mnthly Earnings <
$1,041.00 Monthly Federal Poverty Level for 2

Step (2) - Unear ned | ncone
$254. 00 Standard of Assistance for 2
- 0 Unearned Income
$254.00 TANF Deficit
The TANF Match Payment does not inpact the TANF deficit.
Step (3) - Earned I ncome Di sregards
$450. 00 G oss Monthly Earnings
-134.00 Standard Deduction
$316.00 x 20% = 63. 20
- 63.20
$252.80 Net Earned Incone
Step (5) - Add Net Earned Incone and TANF Deficit
$253.00 Net Earned Incone
+254.00 TANF Deficit
$506.80 < Federal Poverty Level
$254. 00 = VI EW Payrment (TANF Grant)

Exanpl e 2 - Earned and Unearned | ncone

Assi stance unit of 2 in a Goup Il locality. Mmearns $300 gross monthly and
the assistance unit also received $120 unearned i ncone nonthly.

Step (1) - Screeni ng at Federal Poverty Level

$ 300.00 G oss Mnthly Earnings <
$1,041.00 Month Federal Poverty Level for 2
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Step (2) - Unear ned | ncone

$254. 00 Standard of Assistance for 2
-120.00 Unearned | ncone
$134.00 TANF Deficit

Step (3) - Earned I ncome Di sregards
$300. 00 Gross Monthly Earnings
-134.00 Standard Deduction
$166.00 x 20% = 33.20
- 33.20
$132.80 Net Earned Incone

Step (4) - Add Net Earned Inconme and TANF Deficit
$132.80 Net Earned Incone
+134.00 TANF Deficit
$266.80 < Federal Poverty Level
$134.00 = VI EW Payrment (TANF Grant)

Exanple 3 - Earnings Result in Ineligibility

Assistance unit of 2 in a Goup Ill locality. Mmearns $1050 monthly gross
i ncone. The nonthly Federal Poverty Level for an assistance unit of 2 is $1,041.

Step (1) - Screeni ng at Federal Poverty Level

$1,050.00 G oss Mnthly Earnings >
$1,041.00 Monthly Federal Poverty Level for 2

I neligible.

Exanple 4 - Deficit nust be reduced in order not to exceed the
Federal Poverty Level when added to net earned incone

Assistance unit of 2 in a Group III locality. Mom earns $1040.00 gross monthly.
The monthly Federal Poverty Level for an assistance unit of 2 is $1,041.

Step (1) - Screening at Federal Poverty Level

$1,040.00 Gross Monthly Earnings <
$1,041.00 Monthly Federal Poverty Level for 2

Step (2) - Unearned Income
$323.00 Standard of Assistance for 2

- 0 Unearned Income
$323.00 TANF Deficit
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Step (3) - Earned Income Disregards

$1040.00 Gross Monthly Earnings

- 134.00 Standard Deduction

$ 906.00 =x 20% =181.20

- 181.20

$ 724.80 Net Earned Income
Step (4) - Add Earned Income and TANF Deficit

$724.80 Net Earned Income
+323.00
$1047.80

TANF Deficit
> Federal Poverty Level

Reduce TANF Deficit:
$1041.00
-724.80
$316.20

$316.00

Federal Poverty Level
Net Earned Income
VIEW Deficit

= VIEW Payment
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Exanpl e 5 - Maxi num Rei nbur sabl e

Assi stance unit of 6 ina Goup | locality. Mmearns $450 gross nonthly
i ncome. The nonthly Federal Poverty Level for an assistance unit of 6 is
$2, 101. 00.

Step (1)

Screeni ng at Federal Poverty Level

$ 450.00 G oss Mnthly Earnings <
$2,101.00 Monthly Federal Poverty Level for 6

Step (2) - Unear ned | ncone
$470.00 Standard of Assistance for 6
- 0 Unearned | ncone
$470.00 TANF Deficit
$443. 00 Maxi mum Rei nbur sabl e Amount
Step (3) - Earned I ncome Di sregards
$450. 00 G oss Monthly Earnings
-171.00 Standard Work Deducti on
$279.00 x 20% = 55.80
- 55.80
$223.20 Net Earned | ncone
Step (4) - Add Net Earned Incone and TANF Deficit
$223.20 Net Earned | ncone
+443. 00 Maxi num Rei nbursabl e TANF Deficit
$666.20 < Federal Poverty Level
$443. 00 = VI EW Paynent (TANF Grant)

Exanple 6 - Earned I ncone Case with | nmmuni zation
Penal ty

Assi stance unit of 2 in a Goup Ill locality. Mmearns $960 gross monthly

i ncone. One nenber of the AU receives $60 SSA nonthly. The nonthly Federal
Poverty Level for an assistance unit of 2 is $1041. There is a $50 i mrunizati on
penal ty.

Step (1) - Screeni ng at Federal Poverty Level

$ 960.00 G oss Mnthly Earnings <
$1041.00 Monthly Federal Poverty Level for 2
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Step (2) -

Step (3) -

Step (4) -

Step (5)

Step (6) -

Unear ned | ncone

$323.00 Standard of Assistance for 2
- 60.00 Unearned |ncone
$263. 00 TANF Deficit

Earned I ncome Di sregards

$960. 00 Gross Monthly Earnings
-134.00 Standard Deduction
$826.00 x 20% =165. 20

Deduct 20% from $826. 00
$826. 00

-165. 20

$660. 80 Net Earned | ncome

Add Net Earned |Inconme and TANF Deficit
$660. 80 Net Earned I ncone

+263. 00 TANF Deficit
$923. 80 < Federal Poverty Level

Reduce TANF Deficit:

$1041. 00 Federal Poverty Level

- 924.00 Net Earned Incone

$ 117.20 VIEW Payrment (TANF G ant)
Apply I muni zati on Penal ty

$117.20 VI EW Paynent

- 50.00 Immunization Penalty

$ 67.20 Net VIEWDeficit

$ 67.00 = VI EW Paynent (TANF Grant)
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Exanple 6 - TANF- UP Househol d

Assi stance unit of 4 in a group Il locality. Dad earns $1500 gross incone.
One-hundred fifty percent of the nonthly federal poverty level for an assistance
unit of 4 is $2,357.

Step (1)

Step (2)

Step (3)

Step (4)

Screeni ng at 150% of the Federal Poverty Level
$1500.00 G oss Mnthly Earnings <
$2357. 00 150% of the Federal Poverty Level

Unear ned | ncone

$ 382.00 Standard of Assistance for 4
$ 0.00 Unear ned | ncone

$ 382.00 TANF Deficit

Earned I ncome Di sregards
$1500. 00 Gross Monthly Earni ngs
- 134.00 St andard Deducti on
$1366.00 x 20% = $273. 20

-273. 20
$1092.80 Net Earned Incone

Add Net Earned and TANF Deficit
$1092. 80

+ 382.00
$1474.80 < 150% of the Federal Poverty Level

$ 382 = VI EW Paynent (TANF Grant)
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Earned Income Tax Credit — earned income tax credits received as advance payments or refunds from federal
taxes due.

ESW - Employment Services Worker, may be a local DSS worker or anyone who meets the definition of
case manager. In some agencies it may be a worker who is responsible for the administering of VIEW and
benefit programs.

EW - Eligibility Worker.

Exempt — status of a TANF or TANF-UP applicant or recipient who meets one of the Virginia Initiative for
Employment not Welfare ( VIEW ) program exemption criteria and, therefore, is not required to participate
in VIEW 1n order to be eligible for public assistance.

Full Employment Program (FEP) - subsidized, training oriented employment, that replaces TANF benefits
with wages paid by an employer. This employment is designed to train the recipient for a specific job,
increase his self-sufficiency and improve his competitiveness in the labor market.

Full-time unsubsidized employment - employment which is considered by the employer to be full-time, but
in no case less than 30 hours per week and for which no government funds are used to subsidize the
individual's salary.

Good Cause — a circumstance when a VIEW participant was unable to comply with program requirements
due to circumstances beyond his control. This is determined by an evaluation done by the worker

responsible for the VIEW program.

Grant - the monthly TANF benefit payment.

Hardship exception - prescribed reasons which, if applicable, would allow an extension of receipt of TANF
benefits.

Job development - locating job openings which fit the needs and qualifications of participants. Job
development may also involve job creation through the provision of employer tax credits and subsidies for
on-the-job training.

Job Finding — the identification of available and appropriate jobs.

Job follow-up — the process of tracking wages and hours of employment monthly and providing case
management services to assist with job retention and upgrading.

Job matching - matching a participant's skills and/or prior work experience to available job openings.

Job placement - placing a participant in a unsubsidized or subsidized job. Job placement is the result of job
finding and job matching.

Job Search - a structured time limited period in which the participant is required to search for and obtain
employment. In order to complete the job search, the participant is required to search, find and apply for a set

number of jobs.

TRANSMITTAL 25



CHAPTER 1000
TANF MANUAL 7/ 04 PACGE 4

Satisfactory participation — attending all the hours assigned to an activity during the month. In the instance
of job search, the completion of all required job search contacts.

Self-Initiated - a participant who has enrolled in post-secondary or skills training activities prior to
enrollment into the VIEW program.

Standard Operating Procedures (SOP) — guide by which each locality administers the VIEW program
specific to their program design.

Support services - services such as child care and transportation provided to program participants to enable
the participant to work or to receive training or education which are intended to lead to employment.

Termination — closure of the TANF case for failure by a mandatory VIEW recipient to sign the APR.

Temporary Assistance for Needy Families (TANF) - the cash assistance program for families with children
in Virginia, which is based on Title IV-A of the Social Security Act, as amended by the Personal
Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA).

Time limitations - a specified period of time enacted by state and federal statute in which to receive TANF

Transitional support services - child care, transportation, employment and training and Medicaid provided to
a VIEW participant whose TANF case has been closed.

Unsubsidized employment - employment in which no government funds are used to subsidize the wages
earned by a participant.

Virginia Independence Program - welfare reform initiatives implemented in 1995, including VIEW, which is
part of TANF.

Virginia Initiative for Employment Not Welfare or "VIEW" — the Commonwealth’s employment services
program for TANF recipients who are required to participate. It was implemented in 1995 as part of the
Virginia Independence program (VIP) to assist participants in attaining self-sufficiency

Vocational Education — certificate/associate degree programs or skills training offered in a public school
setting with a specific employment goal

Work Activity - participation in unsubsidized employment, FEP, on-the-job training, or community work
experience for at least the minimum federally required hours per week.
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d)

g)

h)

Local departments must work with public and private providers of job
development/job placement services, such as VEC, Workforce Investment Act
(WIA), and the Department of Economic Development to facilitate job development
and job placement.

Participants who are not employed 30 hours or more at the time the Agreement of
Personal Responsibility is signed must be placed into a 30-day job search. However,
in the case of previous VIEW participants, the ESW may waive the up-front job
search requirement and place the individual into a work activity.

A participant must accept a bona fide offer of employment. Participants who refuse
to accept a bona fide offer of employment will be sanctioned.

A participant who has not found full-time employment 60 days prior to the end of
his 24-month TANF time limitation must be placed in a job search component in
conjunction with a work activity. This assignment will continue until the participant
leaves TANF at the end of the two-year time period.

The up-front job search for a participant already enrolled in an education or training
program may be waived if:

(D) the participant has been enrolled in the education and training (self-initiated)
for at least one grading period; and

2) the participant is satisfactorily enrolled and is meeting all requirements of
the activity as defined in this chapter at Section 7., e, Post Secondary
Education; and

3) the education and training is related to a specific employment and/or
occupation; and

4) the participant must be able to complete the education or training within one
year (12 months).

The up-front job search for a participant may be waived if the ESW determines the
participant would benefit from immediate job skills training and is placed in a
vocational education program. The participant must meet the eligibility criteria as
defined in G, 2, page 45. of this section.

NOTE: When there is a refugee resettlement agency in the locality available to
work with refugees, all work requirements for refugees required to participate in
VIEW should be coordinated with that agency (or designated service provider). The
resettlement agency, while maintaining communication with the local agency, must
take the lead in assisting the refugee in the pursuit of self-sufficiency. The local
agency case record must contain a Comprehensive Resettlement Plan (CRP)
developed by the resettlement agency. Contracts between the Office of Newcomers
Service and Refugee Resettlement Service Providers mandate these services.

It must be noted that this exception does not remove the requirement for a participant to be in a
work activity between the 90" and 95™ day from assignment to the queue. It does allow the
ESW more flexibility to modify the job search requirement in order for the participant to find
employment which will meet the work requirement and at the same time support the education or
training program
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c¢)  The ESW is to give the participant 60 days to establish the business. The hours
spent establishing the business will count as unsubsidized employment. If the client
states it will take less than 30 hours a week to establish the business, the participant
must be placed in a second component. The ESW will do a monthly follow-up to
see how the participant is progressing. The job follow-up can include, but is not
limited, to requests for copies of receipts for items purchased to assist in starting the
business or appointment books. The participant has to show earnings by the 61*
day. If the participant is unable to show earnings, the ESW is to assign the
participant to a work activity other than self-employment.

4)  Job follow-up Retention and Upgrading

A)  Job follow-up

The ESW should provide case management and services to a participant who
becomes employed to assess job proficiencies and deficiencies, the need for
additional skills and address potential problems with job retention.

1. Job follow-up is required for VIEW participants who become employed. A job
follow-up is required monthly to track the participant’s wages and hours of
employment. Participants who obtain part-time employment are expected to
continue active participation in the VIEW program. Monthly job follow-ups are
also required for part-time employment. The purpose of the follow-up is to
determine if the participant is still employed and to assist in resolving any
problems the participant may be having on the job.
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There are three possible outcomes to a job follow-up contact:

a) The participant is employed;
b) The participant has left employment;
c) The ESW is unable to contact the participant or the participant does not

respond to job follow-up contact.

A minimum of six monthly follow-up contacts must be made on all VIEW cases
with employment. Job follow-up may be for up to 24 months, if the participant is
employed throughout his VIEW participation. If a TANF case is closed before the
six follow-ups are completed, the VIEW case must remain open to complete the six
required contacts.

Job follow-up information is reported in the automated system as well as on the
contact sheet for all outcomes.

As part of the job follow-up, the worker must verify on a monthly basis the
employment hours. To receive credit for job entry hours the agency must verify that
the individual remained employed at the scheduled work hours. Verification may
consist of an ADAPT payment history inquiry, confirmation by the benefits worker,
paystubs, wage forms, client statements or if necessary, the employer. Local
agencies may determine which methods of verification will be used by workers. The
ESW may contact the employer whenever a participant has left a job to determine
why the participant left employment.

B.  Retention and Upgrading

1.

Local agencies are encouraged to meet face-to-face for the first three job follow-up contacts with
participants who are employed. The purpose of the meeting is to verify continued employment
and assist the participant with any problems on the job. At these meetings, the ESW will assess
to determine the following:

a.

b.

C.

d.

Any problems on the job which may result in the participant quitting or being fired from
the job;

The participant’s ability to cope with potential problems on the job;
What skills are needed to keep the job or promotion;

What better jobs may be available.

As part of the case management services the ESW may provide the following:

a.

Job retention counseling;

b. Career exploration for better jobs;
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c. Referrals for additional training, education or CWEP;
d.  Resources for additional job search or job leads;
e.  Referrals for job coaching or mentoring;
f. Work related workshops or seminars.

2)

C. Reassessments must be conducted on all employed VIEW participants still open to TANF. For
full-time employment, the reassessment must be conducted at least every six months. To record
full-time employment in the automated system, the participant will be placed in “Pending-
employed” for six months.

D.  Participants who are part-time employed will be assigned to a concurrent activity. For part-time
employment, the reassessment will take place when the other component activity ends, or every
six months, whichever occurs first. The ESW, in conjunction with the participant, will develop
an Activity and Service Plan to address problem areas, or assist in obtaining a better paying job
or promotion.

Subsidized Employment

Subsidized employment is employment in which government funds are used to directly subsidize the
participant's wages. Subsidized employment is designed to provide training while the participant
works on the job.

A. Full Employment Program (FEP)

(1)

2)

3)

The Full Employment Program is a component in which a participant is placed in a public
or private sector job and is paid an hourly wage for the work done. The Department of
Social Services will pay the employer a predetermined, fixed stipend of $300 per
month. TANF benefits are not paid to the participant during the time the employer is
receiving a stipend except when the participant has not worked his scheduled hours
for reasons beyond his control.

The goal of FEP is for the employer to retain the participant at the completion of the
training period. The placement should provide the participant the opportunity to gain
work experience, develop job skills and work social skills. To increase the likelihood
that the participant will be hired on a permanent basis for the job and to promote
further FEP placements with the employer, the worker should make every effort
necessary to insure that the participant’s skills, abilities, and interests are a good
match for the job description for the placement.

VIEW participants who have been unsuccessful in obtaining unsubsidized employment
by the 90™ day after the referral to VIEW will be screened for placement with a FEP
employer. Participants who are referred to VIEW and have accrued months on the
current AECLOC (24-month VIEW participation clock) may be immediately placed
in FEP.
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4)

If the ESW does not have a suitable FEP or on-the-job training placement available, the
participant will be immediately screened for placement in a suitable community work
experience site.

Suitable is defined as follows:

(a) The worker has evaluated a good match between the participant’s skills,
abilities, and interests and the position description;

(b) The employer agrees to provide needed training to do the job; and

(¢) The net monthly wages (take home pay) estimated by the employer exceed the
amount of monthly TANF benefits the participant was last paid. The ESW can
obtain the most recent TANF payment amount by accessing the participant’s
TANF payment history in ADAPT or by contacting the EW.

B.  Criteria for the FEP Participant

(1)

2)
)

4)

)

The participant must be able to perform the minimum requirements for entry into the
job and be capable of performing the duties of the job with the provision of training by the
employer at the end of the placement.

The supportive services needed by the participant can be provided.

The participant may participate in FEP more than one time but must not have been
previously sanctioned while assigned to a FEP placement.

A participant cannot enter a FEP placement if he is in the process of being referred for a
sanction, or if the case is currently under sanction, unless the minimum period for that
sanction has elapsed.

More than one participant may be screened and referred to an employer for an
interview for the FEP positions.

(a) The ESW should complete the VIEW Referral to Work Site form (032-02-300)
to be given to each referred participant to take to the job interview.

(b) After the employer indicates his selection on the participant’s VIEW Referral
to Work Site form (032-02-300) and signs the Full Employment Agreement
(032-02-309) for the participant’s placement, the participant is to be assigned to
the FEP position on the Activity and Service Plan (032-02-302) and in ESPAS.

(¢) The ESW will complete the Full Employment Program Communication Form
(032-03-655) and forward it to the EW as notification of a FEP placement. This
form is available on the intranet at
http://www.localagency.dss.state.va.us/divisions/bp/tanf/forms.cgi and can be
completed online and emailed to the EW. The eligibility worker is responsible
for updating ADAPT to pay the employer’s stipend in place of the TANF grant
as indicated on the FEP Communication Form (032-02-655) from the ESW.

TRANSMITTAL 25



CHAPTER 1000

TANF MANUAL 7/ 04 PAGE 29
(6) If a participant does not attend the employer interview, the ESW must contact the
participant to determine if good cause for the missed interview exists. The VIEW
Notice of Sanction/Termination (032-02-307) can be used for the purpose of
contacting the participant. If the participant does not respond and/or good cause
does not exist, the ESW will notify the EW, in writing, to send an Advance Notice of
Proposed Action (032-03-018) to sanction the participant.
(7)  Only one person in a TANF household can be in FEP at any time.
(8) If a participant transfers to another locality, the FEP Agreement will be terminated.
C. Criteria for the FEP Employer

25

(1)
2

)

4)

)

(6)

FEP placements may be established in public or private sector employment.

The employer must offer employment of not less than 20 hours per week at minimum
wage or greater. The position offered must meet the definition of a suitable placement,
the amount of TANF assistance. Wages paid to FEP participants must be the same rate
as paid to other employees who perform the same work and who have similar experience
and tenure.

The employer must pay Virginia Unemployment Insurance tax for its employees. FEP
participants may qualify for unemployment benefits if not retained as a permanent
employee. Eligibility for such benefits must be determined by the Virginia
Employment Commission on an individual case basis. Former FEP participants not
hired permanently should be encouraged to apply.

The employer must offer a position in conformity with section 3304 (a) (5) of the federal
Unemployment Tax Act which requires the following:

(a) The job offered cannot be available as a result of a strike or labor dispute;

(b) The job cannot require the employee to join, nor prohibit the employee from joining,
a labor organization;

(c)  The FEP participant cannot be used to displace regular workers.

The employer must agree to pay the participant through his payroll system. The employer
agrees to pay his share of the premiums for Social Security contributions, unemployment
insurance, and worker's compensation related to the participant's wages.

The employer must sign a VIEW Full Employment Agreement (032-02-309) for each
participant he employs in a FEP placement. The Full Employment Agreement
includes:

(a) The amount of the employer stipend;

(b) The skills and equipment operations the participant will learn;

(¢) The hourly wage, number of hours per week the participant is expected to

work, and estimated net monthly wages.
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(6)

(7

(d)
(e
®
®

The duration of the placement and the conditions under which it will end;
Conditions under which the employer must repay FEP reimbursements;
Provisions regarding termination of the FEP Agreement; and

Responsibility of the employer to report when a FEP participant works less
than an average of 20 hours per week. If the agreement is not in effect for a full
calendar month, the participant must have worked an average of at least 20
hours per week for the number of full weeks the FEP agreement was in effect
during the month.

Example 1 — A participant begins employment on the July 13. Since the
agreement is in effect for less than a full month, the ESW will determine the
average number of hours worked by dividing the total number of hours worked
by the number of full weeks (2). If the participant worked 48 hours during the
period from July 13 -31, the average number of hours worked per week is 24
(48/2=24).

Example 2 — A participant is employed for a full month. The employer reports
that the participant worked for a total of 84 hours during the month. The
average number of hours worked per week during the month was 21 (84/4=21).

The employer must also agree to the following:

(a)

(b)

(©)

(d)

Provide on-the-job training to the degree necessary for participants to perform the
duties of the job;

Provide sick leave, holiday, and vacation benefits to participants to the same extent
provided to other employees performing the same work and having similar
experience and tenure;

Maintain healthy, safe working conditions at or above levels generally acceptable in
the industry and no less than those in which other employees perform the same
work;

Agree not to discriminate against any person, including program participants, on the
basis of race, color, sex, national origin, religion, age, or disability.

In addition to completing the VIEW Full Employment Agreement, the ESW will require
the employer to fill out the Request for Taxpayer Identification Number and Certification
Form (IRS Form W-9). File the completed form in the case record.
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D. Payments to the Employer

The employer stipend is a reimbursement for participation in FEP. The stipend is issued for each
month of FEP participation.

@)

0))

Two types of payments are made to an employer.

(a)

(b)

Stipend - The employer stipend is a predetermined, fixed amount of $300 paid
monthly. Stipends are paid beginning the month after the participant enters a
FEP placement. FEP stipends are issued for six consecutive months, unless
notified by the VIEW worker to discontinue the payments. In no instance are
stipends to be paid for more than six months.

The ESW is responsible for notifying the eligibility worker within five working
days of making a FEP placement. Upon receipt of notification from the ESW
that the participant has entered a FEP placement, the eligibility worker will
complete the required ADAPT screens to stop the participant’s TANF
payments and start the employer’s stipend payments. The employer’s stipend
will be mailed on or about the first day of each month.

Using the Full Employment Program Communication Form (032-03-655), the
ESW must notify the EW when a FEP placement is made and when changes
occur during the placement including the need to issue a supplemental TANF
payment, issue a replacement check to the employer, terminate the FEP
placement, or reinstate TANF benefits upon completion of the placement.

Bonus - The bonus is a predetermined, fixed amount of $500 paid to the
employer:

(1) If the participant is hired on a permanent basis at any time during the six-
month placement period, or

(2) Within 30 calendar days after the placement has ended.

Limitations on Payments to the Employer

(a)

(b)

(©)
(d)

No employer will be paid a stipend unless the local department of social services has a
signed and completed VIEW Full Employment Agreement.

The employer will receive a stipend only when the participant was paid for at least 20
hours per week or an average of at least 20 hours for the number of full weeks the
agreement was in effect during that month. The EW must be notified within five
days that the 20 hour minimum was not met and whether a supplemental payment
should be issued to the FEP participant.

The employer may receive one bonus payment per VIEW participant.

A bonus payment cannot be issued in the same month as a monthly stipend. For
example, if the last stipend payment is issued in October, the bonus will be issued in
November.
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E. FEP Participation

0y

()]

(&)

The ESW will track participation by conducting a FEP follow-up by the fifth day of each
month for the previous month. This is to be accomplished by contact with the employer to
verify that the participant is satisfactorily continuing in the placement and is meeting the
minimum requirements for the job, including working at least 20 hours per week or an
average of at least 20 hours during a month. The ESW should also discuss any concerns
the employer may have regarding the participant’s performance or attendance. Hours of
participation will be verified by the employer’s statement. In any case, monthly contact
with the employer should be part of the follow-up process to insure that the employer’s
needs are being met, to maintain rapport with the employer, and to insure the likelihood of
future FEP placements.

The employer contact may be written or verbal. In either case, the ESW must obtain the
information requested on the Attendance/Performance Rating Sheet (032-03-305). If the
information is to be obtained in writing, the ESW may provide the employer with a six-
month supply of the form at the time the FEP Agreement is signed. If the contact is verbal,
the ESW should record the information obtained on the Attendance/Performance Rating
Sheet.

If the employer recommends the termination of the Full Employment placement, the ESW will
document the reasons in the contact log for the recommendation, determine if there are grounds
for sanctioning the participant, and, if grounds exist for sanctioning, send the participant a VIEW
Notice of Sanction/Termination.

If grounds for sanctioning do not exist, the ESW will reassign the participant to another work
activity.

ADAPT will automatically issue the stipend through month six unless cancelled by the EW.
If the ESW determines that the employer was not entitled to the stipend received for the
prior month, the ESW will inform the employer of his responsibility to return the check.
The employer is ineligible for a stipend for any month in which the FEP participant did not
work an average of at least 20 hours per week during the month. The stipend or, if the
check has been cashed, a check issued by the employer should be sent to the Virginia
Department of Social Services, Division of Financial Management, P. O. Box 10209,
Richmond, VA 23240-0209. If a check from the employer is used to repay the stipend the
employer should reference the participant and the case number on the check. If the
employer does not return the check, the local department of social services may pursue
civil action through their city or county attorney’s office.

The participant may work additional hours beyond the number listed on the VIEW Full
Employment Agreement (032-02-309). Overtime hours can be required by the employer,
but only to the extent that they are required of other employees with similar positions and
experience.

* 45 CFR 261.70 (a) (1) (2)(b)
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C))

Whenever possible, FEP placements should begin at the first of the month. This will allow
the FEP participant to receive maximum wages to prepare financially for the suspension of
TANF benefits during the FEP placement. Under no circumstances can a placement begin
during the last 11 days of the month. At a minimum, the participant must have worked at
least one full week for at least 20 hours for the employer to qualify for a stipend.

For example, a participant’s placement begins on April 19. The employer may qualify for
a stipend for each placement month (April through September). Stipends are paid on or
about the first day of the month following the month of participation, e.g., May through
October in this example. If the participant does not work at least one full week for a
minimum of 20 hours, the employer will not receive a stipend for participation in April.

FEP Employer Outreach

(1) VIEW case managers should work through existing employer networks (workforce
investment boards, chambers of commerce, faith-based organizations, local business
organizations, etc.) in order to locate employers who are interested in accepting a
FEP placement. The ESW will schedule an interview with any employer who
expresses an interest.

(2) The ESW will explain FEP to the employer and the advantages of entering into a
FEP agreement. In addition to the reimbursement to the employer, the ESW should
discuss Work Opportunity Tax Credits, the supportive services VIEW offers to help
the participant be successful on the job, and the case management services in place to
support the participant’s efforts.

(3) The employer should complete a Work Site Position form (032-02-306). The
information obtained from this form will be used to screen participants for the FEP
position(s).

(4) Ifaregular employee at the FEP place of business feels that he/she has been displaced and
the situation cannot be handled satisfactorily through the employer’s grievance process,
the Virginia Department of Social Services will act as a mediator. The employer should be
informed that the form can also be obtained at the local social services agency employment
services department. Once the form is completed, it is to be given to the local agency’s
employment services department. The employment services department will send the
form and all pertinent information to Virginia Department of Social Services, 7 North
Eighth Street, TANF Unit, Richmond, Virginia 23219-3301.

(5) The employer should agree to contact the ESW as soon as a FEP placement position
is available.
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G. FEP Assignment

(1)  Once the agreement is signed, the ESW will meet with the participant to develop a new
VIEW/TWA/Transitional Activity and Service Plan (032-02-302) and to arrange needed
supportive services. At a minimum, the Plan must include:

(2)
(b)
(©)
(d)

Name and phone number of the FEP supervisor;
Place of employment;
Days and hours of work, and hourly pay the participant will receive;

Notice that the participant must call the FEP placement supervisor and the ESW if
the participant will be absent from work;

(f) An explanation that the participant’s monthly TANF benefits will be stopped

(2

for the duration of the placement, except when the participant was unable to
complete the scheduled hours for a reason beyond his control, and that wages
received from the FEP employer will be counted in Food Stamps.

Notice that the participant has the right to appeal the suspension of the participant 's
TANTF benefits; and

(2) The ESW will explain the benefits of the Advance Earned Income Tax Credit to the
participant.

(3) The ESW should assist each participant in applying with the employer to receive a
monthly Advance Earned Income Tax Credit payment.

H. Supplemental Payments to the FEP Participant

A supplemental payment issued to the participant if he works less than an average of 20
hours per week, with good cause. Good cause includes circumstances beyond the
participant’s control, such as but not limited to, loss of child care, transportation, illness of
the FEP participant or a family member, or another emergency situation. Good cause is
determined by the ESW.

The supplemental payment to the participant will be calculated in ADAPT based upon
gross earnings received in the month being supplemented.
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3. Community Work Experience

A.

Purpose

Community work experience (CWEP) is a placement in which a participant works
for his benefits in a public or private non-profit agency in order to improve his skills
and serve a public function. The purpose of CWEDP is to help prepare participants to
obtain unsubsidized employment. A participant who is assigned to CWEP for more
than three months should participate in a concurrent job search.

Eligibility Criteria

A participant who is unable to obtain unsubsidized employment, subsidized
employment, or another work activity will be placed into a six month community
work experience position.

Calculation of Work hours
The number of weekly work hours will be calculated in the following manner:

(D) Combine the total TANF dollar amount with the food stamp amount
received and divide by the federal minimum wage. The result equals
the required monthly hours to participate in CWEP. Divide the result
by 4.3 to determine the required hours per week for CWEP participation.
Include in the calculation only the benefits belonging to the TANF
household. Food stamps received by individuals in the household who are
not included in the TANF grant will not be counted in the calculation. For
TANF-UP cases, the entire benefit amount, combined total dollar amount of
TANF and food stamp benefits, available in a CWEP calculation will be
used for each participant. If both mandatory TANF-UP participants are
placed in CWEP, they both will be required to participate the required
number of calculated hours. For example, if the calculation requires 25
hours of participation, each individual will be in CWEP for 25 hours a
week, for a total household participation of 50 hours per week.

2) No participant will be required to work more than 32 hours a week.
3) The calculation of the hours to be worked weekly will be made every six
months

by the ESW and when there is a change in the assistance unit.
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K. PENDING
1.  Pending is a status assigned to participants who cannot move immediately into a component, but

who are anticipated to enter a component within two months. The months in which a participant
is assigned to pending will count towards the participant's two-year time period.

2. Participants in Pending must have their Activity and Service Plans reviewed at least every two
months.

3. Participants will be placed in Pending for the following reasons:
a. To await the outcome of a re-evaluation request to the EW.
b.  Because of a delay in the commencement of a planned activity.

c.  Because day care, transportation or supportive services are unavailable, but are expected to
become available within 30 days.

8. Targeted Employer Grant (Repealed effective July 1, 2004)

TRANSMITTAL 25



CHAPTER 1000
TANF MANUAL 7/ 04 PAGE 50

PAGES 50 — 51 INTENTIONALLY LEFT BLANK

TANF TRANSMITTAL
25



CHAPTER 1000
TANF MANUAL 7/ 04 PAGE 52

9.  REASSESSMENT

A. Reassessment provides the ESW and the participant the opportunity to review the participant's
progress in the VIEW program and address any problems which may present an obstacle to full-
time employment.

1)  Reassessment after the initial job search

a) At the completion of the initial job search assignment, the ESW will reassess the
participant.

b)  The ESW must conduct an individual, face-to-face reassessment interview and
complete a new Activity and Service Plan for signature.

c) If the participant has not found unsubsidized employment by the 91* day after the
queue assignment, he will be assigned to the Full Employment Program (FEP) or
other subsidized employment, on the job training provided by an employer, or
community work experience (CWEP).

2)  The reassessment will identify the reason the participant was unable to obtain full-time
unsubsidized employment and the ESW will assist the participant in resolving the
identified barriers. If an appropriate site is available, the participant should be placed in
FEP.

3) Ifthe ESW cannot place the participant into a FEP position or an on the job training
position provided by an employer, he will assign the participant to CWEP for at least six
months. If the participant obtains full- time unsubsidized employment during the CWEP
placement, participation at the CWEP site will no longer be required. If part-time
employment is found, the required CWEP hours may be reduced accordingly.

A. Reassessment procedures

1)  The ESW will conduct a reassessment whenever the participant leaves or completes an
assignment. The scheduling of reassessment appointments should be done prior to the end of
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COMMONWEALTH OF VIRGINIA Participant:
DEPARTMENT OF SOCIAL SERVICES Case ID#:
TANF PROGRAM Date:
# Months Accrued on VIEW Clock:
O view O twa O Transitional

VIEW/TWA/TRANSITIONAL ACTIVITY AND SERVICE PLAN

PLANNED COMPONENT Planned Planned Planned
ASSIGNMENT Begin Date End Date Weekly Hrs/Pay

Currently employed full-time

Currently employed part-time

Job Search

Job Readiness

Job Development/Job Placement

Full Employment Program

On-The-Job-Training

Community Work Experience

Education

Job Skills Training

Other Work Activity

CURRENT PROGRAM ACTIVITY ASSIGNMENT

Program Activity Assignment Description/ Planned Planned Planned
Location Begin Date End Date @ Weekly Hrs/Pay

O Pending O Inactive

List reasons for assignment to Pending or Inactive and the steps necessary to resolve problem
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SUPPORTIVE SERVICES
Q Day Care Q Transportation O other (please describe)

PARTICIPANT RESPONSIBLITIES FOR CURRENT COMPONENT ASSIGNMENT(S)

AGENCY RESPONSIBILITIES

PARTICIPANT OBLIGATIONS

| understand that | am responsible for keeping the agency informed of my progress and needs. | agree to call the
worker/case manager whose name is listed at the bottom of this page if | have a problem that makes it impossible to keep an
appointment or if | wish to discuss or change an activity. | agree to continue in my current activity until | have discussed any
problem | may have with my worker/case manager.

| understand that if | fail to participate without a good reason my TANF benefits/support services will be stopped, and my
Food Stamp benefits may be affected.

D FOR PARTICIPANTS ASSIGNED TO COMPONENTS

| will carry out the responsibilities as agreed.

O FOR PARTICIPANTS ASSIGNED TO THE FULL EMPLOYMENT (FEP) PROGRAM

| understand that | will not receive monthly TANF benefits while | am employed in a FEP placement. However, |
may receive a supplemental TANF payment if | am unable to work at least 20 hours per week during the month
because of circumstances beyond my control, such as but not limited to, loss of child care, transportation, or
illness.

[0 FOR PARTICIPANTS ASSIGNED TO PENDING (Applicable to VIEW only)

| understand that | am not actively participating at this time, but the months assigned to this component will
count toward my two year time period. | also understand that | must answer all calls and letters from agency
staff since | may be required to participate in the future.

O FOR PARTICIPANTS ASSIGNED TO INACTIVE (Applicable to VIEW only)

I understand that | will not actively participate at this time. | also understand that | must answer all calls and
letters from agency staff since | may be required to participate in the future.

D EXCHANGE OF INFORMATION CONSENT (ALL PARTICIPANTS)

| understand that my worker may contact employers, service agencies, and others to assist me in connection
with my work activities. By signing this form, | give permission to my Employment Services Worker to share
information from my case record when necessary to provide or coordinate services on my behalf.

PARTICIPANT'S SIGNATURE DATE

CASE MANAGER'S SIGNATURE PHONE
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VIEW/TWA/Transitional Activity and Service Plan

FORM NUMBER: 032-02-302/4

PURPOSE OF FORM - This form outlines a strategy designed by the worker/case manager and the VIEW
participant to achieve long and short term goals in working toward employment as decided upon during the
initial assessment and recorded on the Assessment Form (032-02-303). It details specific activities to which the
participant will be assigned and identifies any service needs during assignments to these activities.

USE OF FORM - This form is prepared initially at the VIEW assessment and at the time of each reassessment.
It is also to be used for person’s assigned to Transitional Employment and Training (TET) and TANF Work
Activities (TWA). Activities on this form will correspond to entries in the automated system. A copy of this
form may serve as the Service Application.

NUMBER OF COPIES - One original and two copies

DISPOSITION OF COPIES - Original - Case Record
Ist copy - VIEW Participant
2nd copy - Service Worker

INSTRUCTIONS FOR PREPARING THE FORM

PLANNED COMPONENTS ASSIGNMENTS - This section is designed to list the components to which the
VIEW, TET or TWA participant will be assigned during the course of program participation. This information
in its entirety needs to be completed at the initial assessment and at each reassessment.

CURRENT PROGRAM ACTIVITY ASSIGNMENT - This space is provided for the worker/case manager to
list the current component assignment(s) along with planned location, dates, and hours/pay. The information on
this list will correspond with information at the top of the form and information in Employment Services
Automated System (ESPAS). Any assignment to pending or inactive needs to be explained in the space
provided.

SUPPORTIVE SERVICES - Any services needed by the VIEW participant to engage in the program activities
listed will be identified in this section of the Activity and Service Plan.

PARTICIPANT RESPONSIBILITIES - Outline the specific steps the VIEW participant is required to take in
order to comply with program requirements. The amount of detail needed in this section will be determined by
the worker/case manager on a case by case basis. If a participant is placed in FEP, the ESW should include
the participant’s responsibility to call the FEP placement supervisor (include name and phone number)
and the ESW if he will be absent from work.

AGENCY RESPONSIBILITIES - Outline the responsibilities the agency will assume to assist the participant in
carrying out the activities identified.

PARTICIPANT OBLIGATIONS - By signing this section of the form, the VIEW participant indicates they
have participated in the planning for activities described, and they understand their responsibilities as a VIEW
program participant.
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COMMONWEALTH OF VIRGINIA
DEPARTMENT OF SOCIAL SERVICES
VIEW PROGRAM

VIEW FULL EMPLOYMENT PROGRAM (FEP) AGREEMENT

The goal of FEP is to match Virginia Initiative for Employment not Welfare (VIEW) participants with
employers who will provide a period of subsidized training, developing work experience, job skills, and work
social skills. At the conclusion of the training period it is hoped that the employer will hire the participant as a
permanent employee.

This is an agreement for the benefit of , and is between
VIEW Participant Case Number

and
Agency Employer Name

This agreement is a statement of understanding between the local agency and the employer regarding the
training of the participant, listed above.

The employer will hire the participant as a(n) at $ an hour
Posifion
for hours a week. Estimated net monthly wages are . This training-oriented employment
will not exceed six months, beginning on and ending on
MM/DD/YY MM/DD/YY

During this training period, the participant will receive job training necessary to perform the duties of the job to
include the following knowledge, skills, and abilities:

Department of Social Services Responsibility:

e Explain all policies and procedures relative to the FEP program to designated employer staff.

e Make every effort to insure the Virginia Initiative for Employment not Welfare (VIEW) participant’s
skills, abilities, and interests are a good match for the placement.

e Pay to the employer during the training period a fixed stipend of $300 each month as reimbursement for
the participant’s training for the months in which the participant worked an average of 20 hours a week.

e Issue a bonus of $500 to the employer if the VIEW participant is hired on a permanent basis during FEP
participation or within 30 days following termination of the placement.

e Terminate this agreement with written notice, within (5) working days prior to cancellation, for any
reason, including but not limited to, if termination is in the interest of the program, if the employer has
failed to provide any of the services specified, or if the employer has failed to comply with any of the
provisions contained in this agreement.
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Emplover Responsibility:

The employer agrees to:

e Begin placements on or about the first of the month, but under no circumstances during the last 11 days
of the month.

e Provide no fewer than 20 work hours per week for the participant at a rate of pay not less than the
current Federal Minimum Wage.

e Maintain time, attendance, and payroll records for the participant as a basis for payment and reporting
the local agency.

e Provide sick leave, holiday and vacation benefits to the same extent provided to other employees
performing the same work and having similar experience and tenure.

e Maintain healthy, safe working conditions at or above levels generally acceptable in the industry and no
less that those in which other employees perform the same work.

e Pay to the participant wages comparable to wages paid to other employees doing similar work and
working similar hours.

e Provide to the participant the same benefits, worker’s compensation coverage, and considerations
afforded other employees doing similar work and working similar hours.

e Not displace any other worker in order to enter into this agreement.

e Not discriminate against any person, including program participants, on the basis of race, color, sex,
national origin, religion, age, or disability.

e Not assign the participant to political, electoral, or partisan activities.

e Notify the Case Manager immediately if the participant fails to carry out the requirements of the job, is
having employment-related problems, quits, or is terminated.

e Report to the Case Manager by the 5™ calendar day of the following month when the participant’s hours
average less than 20 hours per week.

e Return the stipend for a month in which the participant did not work an average of 20 hours a week for
the weeks the FEP Agreement was in effect during the month. Include as a note on your check: FEP
and the participant’s name.

Virginia Department of Social Services
Division of Financial Management

P. O. Box 10209

Richmond, VA 23240-0209

Either party can terminate this agreement by giving written notice five working days prior to the cancellation.
Termination can be for any reason, such as but not limited to: it is in the best interest of the program or the
participant; the employer fails to provide the services specified or to comply with any of the provisions of this
agreement; the participant fails to fulfill the requirements of the job; the agency fails to comply with the
provisions of this agreement.

I have read, understand, and agree to the provisions of this agreement.

, Company Name

, Employer Telephone #: Date

, Case Manager Telephone #: Date
032-02-309/2 (7/04) TANF Transmittal 25
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FULL EMPLOYMENT AGREEMENT (FEP)

FORM NUMBER 032-02-309/2

PURPOSE OF FORM - This form provides the required documentation of the terms of the agreement between
the agency and the employer for the benefit of the participant.

USE OF THE FORM - This form is used to ensure understanding between the agency and the employer
regarding the responsibilities of each. The form states the stipend amount to the employer and conditions for

termination of the placement.

NUMBER OF COPIES - Original and two copies

DISTRIBUTION OF COPIES — Original — VIEW Worker
1* Copy — Employer
2" Copy — Participant
3" Copy - Eligibility Worker

INSTRUCTIONS FOR PREPARATION OF FORM
After discussion with the employer regarding Full Employment and the FEP placement, this agreement will be
completed indicating that the parties have an understanding of their individual responsibilities and agree to

them.

Information contained in this agreement should be clearly defined on the participant’s VIEW/TWA/
Transitional Activity and Service Plan that corresponds to this assignment.

There must be a signed agreement for each VIEW participant assigned to a FEP placement.

TANF Transmittal 25



THE VIRGINIA INITIATIVE

FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL
APPENDIX A
7/04 PAGE 21
COMMONWEALTH OF VIRGINIA
DEPARTMENT OF SOCIAL SERVICES
VIEW PROGRAM
Full Employment Program Communication Form
Full Employment Program Placement Participant Information | Today’s Date:
First Name: Last Name:
ADAPT Number: Legacy Number: |
Employer Name:
Employer Address:
City: State: Zip Code:
Placement began: # of hours per
EW Name: EW email:
Action Needed

[ ] Please set up the Full Employment Program placement in ADAPT on the VIEW Full Employment
Program screen (AEVFEP). The stipend must be issued for six consecutive months unless notified to
discontinue the stipend.

[] Please issue a monthly stipend of $300 to the employer beginning in accordance with Advance Notice
requirements.
[ ] Issue a replacement stipend to the employer for the month of . Reason for replacement:

Supplemental Payments

The VIEW participant listed above may be entitled to a TANF supplement for the month of ___ . During the month of
__, the participant worked less than 20 hours a week in the FEP placement.

Good Cause Exists: [ | Yes [ ] No -- Do not issue a supplement.

Participant is paid:  [] weekly [] bi-weekly [] semi-monthly  [] monthly

Total Gross Earned Income for —_— is $

Termination of FEP Placement
The FEP Placement has ended because:

[ ] Please issue the final $300 employer stipend for the last month in which the VIEW participant worked an

~Month
average of at least 20 hours per week.

[ | Employer has hired the VIEW participant. Please issue the $500 bonus to the employer.

[] Reinstate the TANF benefit if the participant’s unit continues to be eligible.
VIEW participant is employed hours per week at § an hour.
Paid: [ | weekly [ ]bi-weekly [ ] semi-monthly [ | monthly

Other Information

Name (VIEW Worker) Date (MM/DD/YY)
032-03-655 (7/04) TANF Transmittal 25




THE VIRGINIA INITIATIVE
FOR EMPLOYMENT NOT
WELFARE PROGRAM (VIEW) TANF MANUAL

APPENDIX A
7/04 PAGE 22

Full Employment Program (FEP) Communication Form
FORM NUMBER - 032-03-655

PURPOSE OF FORM — This form is to be used by the VIEW Case Manager to communicate changes in
participant status and employer payments for Full Employment Program placements.

USE OF THE FORM — The FEP Communication Form is completed by the VIEW Case Manager to
communicate initial placement and subsequent changes to the Eligibility Worker in the participant’s status in the
Full Employment Program.

NUMBER OF COPIES — Original and one copy

DISTRIBUTION OF FORM - Original sent to Eligibility Worker
Copy kept in VIEW Record

OPTIONAL DISTRIBUTION — The FEP Communication Form may be prepared electronically and emailed to
the Eligibility Worker.

INSTRUCTIONS FOR PREPARATION OF FORM - Information on the form provides identifying information
about the participant. The form is to be completed when the participant is placed in a FEP position to inform the
Eligibility Worker of the FEP placement and subsequent changes. The form will show the employer’s name
and address and the first month the employer’s stipend is to be issued through Benefit Adjustment in ADAPT.

Note: Workers are encouraged to print the FEP Communication form on yellow paper to make it easily
recognizable.
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COMMONWEALTH OF VIRGINIA Participant’s Name:
DEPARTMENT OF SOCIAL SERVICES Case Manager’s Name:
Case Manager’s Phone #:
VIEW ATTENDANCE/PERFORMANCE RATING SHEET
Work Site Name:
Address: Phone #:
Supervisor: Additional Contact:
Performance Evaluation
(Rating Guide: 0=Poor, 1=Fair, 2=Good, 3=Very Good, 4=Excellent)
gnowleii.ge of Assignment Safety Habits
upctua 1ty Quality of Work
Attitude Initiat:
. nitiative
Cooperation Grooming
Works Well with Others A -
ceepts Supervision
Overall Performance
LIST SKILLS PARTICIPANT HAS MASTERED
LIST SKILLS THAT PARTICIPANT NEEDS TO IMPROVE
DO YOU RECOMMEND THAT THE PARTICIPANT CONTINUE IN THIS ACTIVITY?:
WHY?
Date and Hours Worked
Date Hours Date Hours Date Hours Date Hours
1 9 17 25
2 10 18 26
3 11 19 27
4 12 20 28
5 13 21 29
6 14 22 30
7 15 23 31
8 16 24
TOTAL HOURS WORKED THIS MONTH: TIMES TARDY:
TOTAL NUMBER OF SCHEDULED WORK
HOURS THIS MONTH: NUMBER OF UNEXCUSED
ABSENCES:

THE WORK SITE SUPERVISOR MUST COMPLETE THIS FORM EACH MONTH AND MAIL IT TO THE
AGENCY BY THE 5TH CALENDAR DAY OF THE FOLLOWING MONTH TO:

WORK SITE SUPERVISOR SIGNATURE:
DATE:
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ATTENDANCE/PERFORMANCE RATING SHEET

FORM NUMBER: 032-02-305

PURPOSE OF FORM - This form provides a written means for the worker/case manager to monitor a VIEW
participant’ s progress and attendance in a work experience or FEP placement on a monthly basis.

USE OF FORM - This form is used by the work site supervisor to record the participant’s attendance and
evaluate performance in the work experience or FEP position. It may also be completed by the Case
Manager based upon information provided by the employer verbally. The form is also used by the
worker/case manager to evaluate satisfactory participation (attendance) and any need for intervention to enhance
the VIEW participant’ s progress. Usage of the forms with FEP placement is optional. The ESW may contact
the FEP employee for a verbal update. Information obtained must be noted in the VIEW record.

NUMBER OF COPIES - Original

DISPOSITION OF COPIES - The original is mailed to the agency by the fifth calendar day after the report
month and becomes a part of the case record.

INSTRUCTIONS FOR PREPARING THE FORM

The agency will be responsible for informing the work site supervisor of his responsibility to prepare the form
monthly. A six-month supply of the form may be given to the employer at the time the agreement is
completed. Identifying information should be completed by the Case Manager prior to giving this form
to the employer.

For CWEP placements, the agency will be responsible for informing the work site supervisor of the number of
hours the participant will be assigned each month.

All sections of the form need to be completed in their entirety to enable the worker/case manager to evaluate
performance and monitor attendance.

The work site supervisor will be responsible for completing, signing, dating, and mailing the form to the agency
by the fifth calendar day after the close of the report month.

TANF TRANSMITTAL 25
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PAGES 31 — 41 INTENTIONALLY LEFT BLANK
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COMMONWEALTH OF VIRGINIA REGISTRANT
DEPARTMENT OF SOCIAL SERVICES CASE NAME
EMPLOYMENT SERVICES PROGRAM CASE NUMBER
COMMUNICATION FORM U FSET 4 GR U TANF U TANF-UP
TO , EW Date
FROM , ESW Reply Needed By

U Reevaluation of non-exempt/mandatory status is requested
because

U Volunteer no longer wishes to participate.

U Individual will enter/entered employment on___/ /

U Individual has failed to comply with program requirements.
Reason

[ Good cause does not exist.

U Notify ESW if aware of good cause reason.

#Hours/week Rate of pay $ Per U Comparability exists.
Employer
U Sanction for (check appropriate answer)
U Please send verification of employment. __ Until notified of compliance 3 months and compliance
__ 1 month and compliance ___ 6 months and compliance
Individual will enter education or training activity
on / / U Please provide the dollar amount of reduction due to employ-
Location ment or sanction.
U Individual will be a participant in work experience. Please U Please notify when sanctioned individual has been added
provide the FS or GR dollar amount for the month of back to FS unit
U Other
TO , EW Date
FROM , ESW Reply Needed By
U Result of reevaluation of non-exempt/mandatory status U Effective with payment on / / , benefits

U Non-exempt/mandatory individual now exempt.
Reason

U Volunteer no longer wishes to participate.

Individual will enter/entered employment /
# Hours/week Rate pay$ Per
Employer

U Individual/household no longer eligible for FS or GR

Case closed due to: (check one)

O Sanction; ANPA sent

U Employment; Benefit reduction/savings information
provided below

U Other
Effective Date:

Individual deleted from FS household due to:(check one)
U Sanction: ANPA sent

O Other

Effective Date

032-02-072/7 (5/03)

will be reduced from __$ to_$

U Individual appealed sanction. Pre-hearing conference scheduled
For / / at (time)

U Sanction ended effective / / .
Mandatory registrant has been added back to FS unit.

U Amount of FS allotment/GR payment for
month of was $

U Individual may be unable to participate in ESP/FSET program
because

U New certification period:

from to

U Individual can O Read English O Write English

O Other
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EMPLOYMENT SERVICES PROGRAMS COMMUNICATION FORM

EMPLOYMENT SERVICES PROGRAMS COMMUNICATION FORM

FORM NUMBER - 032-02-072

PURPOSE OF FORM - To exchange information about VIEW participants between the eligibility worker and the
employment services worker.

USE OF FORM - Either the eligibility worker or the employment services worker may originate the form at the time
circumstances change for the participant that require the exchange of information.

NUMBER OF COPIES — Three.

DISPOSITION OF FORM — This form is prepared in triplicate. Distribution of the top two copies is indicated on the form.
The third copy remains attached to the copy being forwarded, in the event the receiving party uses the same form for reply.

INSTRUCTIONS FOR PREPARTION OF FORM

The name of the participant, the case name, case number and program are to be entered in the upper right hand corner by
the worker originates the form.

The top half of the form is completed when messages must be communicated to eligibility staff from employment services
staff. The employment services worker will check whichever block communicates the desired information or requests the
desired information.

The bottom half of the form is completed when the eligibility staff is either returning the form to employment services with

the requested information completed, or when the eligibility staff is communicating information to employment services.
The eligibility worker will check whichever blocks are applicable to the situation.
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MEDICAL EVALUATION

It is our goal to assist the individual named below in preparing for the transition from welfare to work. This
person states that he/she is unable to work. Please give careful consideration in completing this medical evaluation.
The information that you provide will be used to determine occupations that this individual may be able to
perform, even if there are some limitations.

Commonwealth of Virginia Agency Name
Department of Social Services Address
Temporary Assistance for Needy Families (TANF)

Vir%mia Initiative for Employment not Welfare Agency Contact

(VIEW) Phone #

Food Stamp Employment and Training Program Case Number

(FSET) Case

Patient’s Name: Address:

Birth Date: [/ __ SS#: - - Phone#:

WORK-RELATED LIMITATIONS:

1. Date of examination on which this medical evaluation is based: / /

2. Interms of working for pay / competitive employment and the patient’s current health issue(s), check that which is MOST
applicable at this time.

] Patient is currently able to work

|

Patient can currently work without
limitations or modifications. Skip
the remaining questions and sign at
the bottom of page 2.

[C1 Able to work with limitations [] Unable to work
and/or modifications l

Patient is unable to work
in any capacity at this
time. Please complete
the remaining questions.

Patient is able to work in a
limited capacity and/or with
modifications. Please complete
the remaining questions.

Anticipated duration of limitation
or modification (Check one)

[[] Less than 60 days

71 60— 90 days

[] Greater than 90 days. Specify
duration:

Anticipated duration of incapacity.
(Check one)

] Less than 60 days

] 60-90 days

[] Greater than 90 days. Specify
duration:

3. Please indicate the primary medical reason for the patient’s inability to work or need to work with modifications and/or

limitations in the space entitled “primary diagnosis” provided below.

Primary Diagnosis:

If other medical issues contribute to the patient’s inability to work or need to work with modifications and/or limitations,
please record those in the space entitled “secondary diagnoses™ provided below.

Secondary Diagnosis:

(OVER)
TANF Transmittal 25
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WORK-RELATED LIMITATIONS (CONT’D):

4. Check all areas that the patient currently has limitations in that result in his/her inability to work or result in his/her ability to work
in a limited capacity or with modifications. Check all that apply:

[] Lifting objects greater than: POUNDS (insert #) [ sitting for greater than 1 hour at a time
Bending over / stooping down / reaching for objects [ Standing for greater than 1 hour at a time

] Manual dexterity activities (typing, handling small objects) [] Walking distances greater than 50 feet

[} Hearing [] Climbing four to six steps

[ vision E Driving an automobile

[ Cognition Interpersonal relationships with co-workers

Other work limitations not listed above:

5. If the patient is unable to work at this time (see question #2 on previous page), can he/she participate in any of the following at
this point in time? Check all activities that the patient can presently participate in. For each that he/she can participate in, please
indicate the number of days per week and hours per day that you think would be appropriate given his/her limitations.

ACTIVITY Check here if patient | Days per Hours
can participate week per day
a. Classroom based activities leading to a GED or other certification
Educational activities that address job etiquette, social skills, L]
positive job behaviors, etc.
c. Skills training in an occupation within his/her health-related [}
limitations
d. Resume writing and practice in completing job applications
e. Participating in mock job interviews
f. Job Searching (contacting employers; getting on a bus)
g
WORK-RELATED ADVISING:
6. Have you advised the patient to reduce his/her work hours for health-related reasons? ] Yes ] No
7. Have you advised the patient to take a leave of absence for health-related reasons? ] Yes [] No
8. Have you advised the patient to quit his/her job for health-related reasons? [ Yes [] No
9. Have you advised the patient to apply for disability? [ Yes O No
COMPLIANCE:
10. If physical therapy, counseling, or other treatments were prescribed, is the patient complying? [] Yes [] No [] Don’t know
11. Does the patient’s condition hinder his/her ability to care for his/her children? [ Yes [] No
12. If medication was prescribed, is the patient complying? [ Yes [ No []Don’t know

13. Ifthe patient reviewed this form, would it jeopardize his/her physical or emotional health or well being? [] Yes [] No
14. Does the patient require additional evaluation and/or assessment to determine their current and/?i_l future work capacity?
O Yes No

(Check ail that apply)

[ Psychiatrist, psychologist or other mental health provider

[] Rehabilitation professional — physical therapist, occupational
therapist, speech-language pathologist, etc.

[ Educational specialist

[0 Medical specialist — orthopedist, neurologist, etc.

[ other:
Print Name of Physician -
Date form was completed
Signature of physician
D
Physician’s address Physician’s telephone number
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MEDICAL EVALUATION

This medical evaluation form replaces form number 032-03-378/1 (4/00)

FORM Number — 032-03-654/1 (4/04)

PURPOSE OF FORM - To provide medical information concerning the mental/physical condition of
an applicant/recipient.

USE OF FORM —To be used by the local social services agency in securing medical information when
a written statement is necessary to determine ability to work.

NUMBER OF COPIES — One.

DISPOSITION OF FORM — Submitted to the examining or treating physician and, upon return to the
local department, filed in the case record.

INSTRUCTIONS FOR PREPARATION OF FORM — The information at the top of the form is
completed by the eligibility/ VIEW worker prior to submittal of the form to the examining or treating
physician. The information requested in Items 1 through 14 is entered by the examining or treating
physician. For number 5, item g, the worker may fill this in with an activity not listed. The physician
is to sign the form and also complete the identifying information in the appropriate spaces.
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Facts to be Established Substantiati on and Procedures
8. If an applicant is truant: 8. Docunment the case record
regarding witten notification
a. Send written notice per sent and whet her the
201.3.C. requirenment is nmet prior to

case approval

b. Al'l ow the applicant the
opportunity to conply
during the 30-day
application processing
peri od.

C. If the child is enrolled
or applicant is
cooperating in
establishing a plan, the
child neets this
requi renment.
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Facts to be Established

Subst anti ati on and Procedures

C

Deprivation of Parenta

Support or Care (201.4)

Repeal ed effective July 1, 1999

Living Arrangenents (201.5) D
1. Rel ati onship to caretaker-
relative

Car et aker and dependent
child must be rel ated
by bl ood, marriage or
adoption

Li vi ng Arrangenents

1. Rel ationship to caretaker-relative
Docunents in applicant's possession
Birth certificate
Hospital certificate
Adoption papers
Baptismal certificate

O her docunents:
Hospital or physician's
record
Court record of adoption
Church record
Bureau of Vital Records and
Health Statistics
Marri age records
Court support and/or
di vorce orders which
clearly identify the
rel ati onship of the care-
taker/relative to the
children

Docunents nust be adequate to
trace rel ati onship conpl etely,
except that, if the applicant is

t he not her and has some type of
birth verification, initial eligi-
bility can be established

| f other docunents are not
avail able, a notarized state-
nent by an individual, other
than the applicant/recipient,
who has sufficient know edge
to attest to the rel ation-
ship is acceptable.
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Facts to be Established

Subst anti ati on and Procedures

b.

If born outside U S

currently avail abl e and

child is obviously under 12, a
signed statenment of
applicant/recipi ent or other

i ndi vi dual havi ng know edge of
the fact, attesting to the

pl ace of birth, if inthe U
S., is acceptable
substantiation of U S
citizenship unless there is
reason to question

If the caretaker, EWB, or

ot her adult AU nenber is born
inthe US. according to
signed statenment of

appl i cant/recipient,
citizenship is presuned
establ i shed unless there is
reason to question

Certificate of derivative
citizenship, naturalization
papers, docunent issued by a
U S. Enbassy or Consul ate
attesting that child or
caretaker is a U S. citizen
born abroad. |[If such
docunents are not avail abl e,
nust verify citizenship

t hrough the nearest U. S
Citizenship and I nmmgration
Services. Requests for
verifications should be done
by mail if possible, "Attn:

I mmigration Status Verifier."
Ofices in Virginia are:

US Citizenship and
| nmigration Services
Nor f ol k Conmer ce Par k
5280 Henneman Drive
Nor f ol k, VA 23513

Tel ephone: (757) 858-6183
US Citizenship and

| nmi gration Services

4420 N. Fairfax Drive
Arlington, VA 22203

Tel ephone: (703) 235-4026

TANF Transmittal 25



TANF MANUAL - PROCEDURES

SECTI ON |
7/ 04 Page 7

Facts to be Established

Subst anti ati on and Procedures

2. Al i enage

At application and when addi ng
persons to the AU, an individua
who is an alien nust present

i mm gration docunentation to
verify alien status.

If the alien presents expired
docunents or has no docunentati on,
i.e., clains docunents were |ost
or stolen, refer himher to the
local USCIS office to request new
docurments before prinmary or
secondary SAVE procedures are
initiated.

Docunent ati on provi ded by the
alien nmust be subnmitted for re-
verification through SAVE.
Initiate SAVE verification prior
to action to approve the case or
add an i ndi vi dual

a. The foll owi ng groups of aliens
are qualified aliens. Al qualified

aliens who entered the U S. prior
to 8/22/96 are eligible aliens.

(1) Aiens lamfully admtted

for permanent residence under the
I mmigration and Nationality Act
(I'NA) (without regard to the
nunmber of SSA qualifying quarters
of work the alien has).

3. Al i enage

Exanmi ne docunent(s) in the client's
possessi on and determine if the indi-
vidual neets one of the statuses below |If
a USCI S receipt for a replacenent docunent
was used to verify qualified alien status,
followup at the first redetermnation to
obtain a copy of the replacenent docunent.

A copy of the USCI S docunent(s) should be
filed in the case record

Note: An identification card issued by
another country is not an INS docurment and
cannot be used to verify inmgration status;
e.g., a Mexican Consul ar card

Docunent verification of alien status
received through SAVE. If not received
prior to action to approve/add the

i ndi vi dual, docunent the date SAVE verifi-
cati on was requested by the EW

a. The docunents |isted bel ow for each
alien group are not necessarily al
inclusive. An alien may have other
docurments showing his alien status to be
one of those listed for qualified aliens.

(1) Aien Registration Receipt Card
(Form1-151 or AR3a or |-551), or unexpired
tenmporary |-551 stanp on foreign passport
or on |-94.

If the LPR is an Anerican Indian born in
Canada and covered by Section 289 of the I NA

| -551 with the code "S13"; or a letter or

ot her tribal docunent certifying at |east 50%
Anerican I ndian bl ood, conmbined with a birth
certificate or other evidence of birth in
Canada.

Not e: Form 1-151, Form AR-3, and AR3a are
earlier versions of the I-551. |[|f the

TANF Transnmittal 25



TANF MANUAL - PROCEDURES

SECTI ON |
7/ 04 Page 7a

Facts to be Established

Subst anti ati on and Procedures

(2) Aiens granted asylum under
Section 208 of the I NA

(3) Refugees who are:

(a) admitted under (I-94)
Section 207 of the | NA,

(b) admitted as an Anerasi an
i mm grant; or

(c) victinms of human trafficking.

(4) Aiens paroled into the
U S. under Section 212(d)(5) of
the INA for at |east one year.

(5) Aiens admtted as
condi ti onal entrants under
Section 203(a)(7) of the INA.

(6) Aliens whose deportation
has been wi thhel d under Section
241(b) (3) or 243(h) of the I NA

alien has only the older version, refer him
to USCIS to apply for the I-551.

(2) Arrival Departure Record (1-94)

wi th stanmp showi ng grant of asyl um under
Section 208 of the INA; or Enploynent

Aut hori zation Card (1-688B) bearing
"Provision of Law' citation 274a.12(a)(5); or
(Enpl oynment Aut hori zati on Docunent (I-766)
annotated "A5"; or Grant letter fromthe
Asylum O fice of USCIS; or Order of an

i mm gration judge granting asylum

(3) Verify as follows:

(a) Arrival Departure Record (I-94)
annotated with stanp show ng adm ssion under
Section 207 of the INA; or Enpl oynent

Aut hori zation Card (1-688B) bearing
"Provision of Law' citation 274.al2(a)(3) or
(4); Enploynent Authorization Docunent (I-
766) annotated "A3"; or Refugee Travel
Docunent (1-571); or

(b) an 1-94 coded AML, AM2, or AMB; or an |-551
coded AM6, AM7, or a tenporary |-551 stanmp in
foreign passport; or

(c) letter fromthe Ofice of Refugee
Resettl enent that certifies or docunents
the status. The entry date is the
certification date of the letter.

(4) Arrival Departure Record (1-94)

with stanp showi ng adm ssion for at |east
one year under Section 212(d)(5). (Alien
cannot aggregate periods of adm ssion for
| ess than one year to neet the one-year
requi renment.)

(5) Arrival Departure Record (1-94) with
stanp showi ng admi ssi on under Section
203(a)(7) of the INA; or Enploynent

Aut hori zation Card (I-688B) annotated
"274a.12(a)(3)"; or Enploynent Authorization
Docunent (1-766) annotated "A3."

(6) Enploynent Authorization Card (I-688B)
annotated "274.al2(a)(10)"; or Enpl oynent
Aut hori zati on Docunent (I-766) annotated
"A10"; or Inmgration Judge's Order show ng
deportation w thheld under section 243(h) of
the INA, or renoval w thheld under section
241(b)(3) of the I NA
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Facts to be Established Subst anti ati on and Procedures
(7) An alien who is a Cuban- (7) Aien Registration Receipt Card
Hai ti an entrant as defined in (I-551) with the code CU6, CU7, or CH6; or
section 501(e) of the Refugee an unexpired tenporary |1-551 stanp in
Educati on Assi stance Act of 1980. foreign passport or on an 1-94 with the

A Cuban-Haitian entrant is a person code CU6 or CU7; or an 1-94 with stanp
who: showi ng parole as "Cuba/Haitian Entrant”

under section 212(d)(5) of the INA

(a) has been granted parole by USC S Docunent that an alien is subject to

for humanitarian or public interest exclusion or deportation using letters or
reasons, unless a final order of noti ces which indicate ongoi ng exclusion or
deportation or exclusion has been deportation proceedings for that person

| ssued; Contact USCIS if information indicates that a

final order or exclusion or deportation has
been i ssued.

(b) has an application for asylum
pending with USCIS, unless a final
order of deportation or exclusion
has been i ssued;

(c) is subject to USCIS exclusion or
deportation proceedi ngs, unless a
final order of deportation or

excl usi on has been issued

(8) An alien and/or alien parent (8) Docunent using information from
of a child battered or subjected the applicant/recipient and other
to extreme cruelty and/or alien sources know edgeabl e of the situation

children of a parent who is battered

or subjected to extreme cruelty

while in the U S. who neets the Docunent deci sion of the |ocal agency

foll owi ng requirenents: that there is a substantial connection
bet ween the battery or cruelty and the need
for benefits.

(a) The perpetrator is a spouse,

parent, or other househol d nember

of the spouse or parent's famly

who was residing in the home at

the time of the incident but is

no longer in the hone. The alien

nust not now be residing in the sane

househol d as the person responsible

for the battery or extreme cruelty,

and

(1) the alien was battered or

subj ected to extreme cruelty while in

the U.S. by a spouse or a parent, or

by a nmenber of the spouse or parent's

famly residing in the sane househol d

as the alien, and the spouse or parent

consented to or acquiesced in such

battery or cruelty; TANF Transmittal 25
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Facts to be Established

Subst anti ati on and Procedures

(2) the alien's child was battered or
subj ected to extreme cruelty while in
the U.S. by a spouse or a parent of
the alien (wthout the active partici-
pation of the alien in the battery or
cruelty), or by a nmenber of the
spouse or parent's famly residing in
t he sane household as the alien, and

t he spouse or parent consented or
acqui esced to such battery or cruelty
and the alien did not actively partici-
pate in the battery or cruelty, or

(3) the alien child resides in the
same househol d as a parent who has
been battered or subjected to extrene
cruelty while in the U S. by that
parent's spouse, or by a nmenber of
the spouse's famly residing in the
same househol d as the parent and the
spouse consented or acqui esced to the
battery or cruelty.

(b) The alien has a petition
approved by or pending with USCI S
for one of the follow ng:

(b)

(1) status as an imedi ate rel ative
(spouse or child) of a U S. citizen

(2) classification changed to
i mm grant;
(3) status as the spouse or child

of alawfully adm tted pernmanent
alien (LAPR); or

(4) suspension of deportation and
adj ustment to LAPR status based on
battery or extrene cruelty by a
spouse or parent who is a U S
citizen or LAPR alien.

b. If a qualified alien entered b.
the U S. on or after 8/22/96, met
he nust al so neet one of the
foll owi ng requirenents.

in a. above,
neets any of the requirenents bel ow.
I f none of these requirenents are net,

Exani ne docunents provided by the

applicant/recipient to determne if this
requi rement

is nmet. Docunent case record

Docunent qualified alien status is
and whether the alien

t he

alien is ineligible for five years fromhis
date of entry into the U S

(1) The alien was admitted as
a refugee under Section 207 of
the INA, or is an Anerasi an

i mm grant (even though status

may now be adjusted to LPR).

(1)

Docunent sane as (3) above; or if now
an LPR, verify adnission as a refugee
by code RE-6, RE-7, RE-8, or RE-9 on
alien's |-551.
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Facts to be Established Subst anti ati on and Procedures
VI1. | NCOVE VI1. | NCOVE

Al'l inconme, earned or unearned, nust
be counted in determ ning need
except that which is totally

di sregarded. Al so, the anpunt of
all incone, earned and unearned,
must be verified; however, if the

i ncome is disregarded, only the
source mnust be verified.

A Earned | nconme (305.3) A Earned I ncome

1. Earned I ncone Totally 1. Earned I ncome Totally
Di sregarded Di sregar ded

a. I ndi vi dual s receiving paynments a. Disregard WA earnings in the
under the Workforce 185% screen, determni nation of need
I nvestment Act of 1998 (WA). and grant conputati on.

b. Eligible child who is a full- b. Student status established under
time student or a part-time c. below. Disregard all earnings
student and enpl oyed. of full-time student and of part-tine

student, in the grant conputation

Exception: Full-tine student
ear ni ngs nust al so be disregarded in
185% scr eeni ng

C. Student Status c. Student Status
A child is considered a Verify with school if child is
student if enrolled in enrolled as a full-time or part-
an el enentary, secondary, ti me student.
or secondary |evel voca-
tional or technical program Note: An 18 year old eligible child
of study or training |eading is considered a full-tine student.
to a certificate di ploma
or degree.

If verified to be a student
the child's status continues
during official vacation.

2. Det erm nati on of gross earned 2. Deternination of gross earned
incone and/or profit from wages, incone and/or profit from wages,
sal ari es, conmm ssions and/or tips. sal ari es, conm ssions, and/or tips.
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Facts to be Established Subst anti ati on and Procedures

provided for all children. The
total nonthly cost of snacks is
conputed by the same nmet hod as neal s
with 20¢ all owed for each snack.

Add the total monthly costs of neals
and snacks to obtain the total cost
of food provided.

Deduct this nonthly cost of food
fromthe total incone anticipated
for day care during the paynent
nont h.

Si xty-five percent of the balance is
considered as profit fromday care.

3. Det ernmi nati on of Assis- 3. Once the individual has been
tance Paynent. found eligible for an assistance
payment, determi nation of net incone
to be used in computing the
assi stance paynment is as foll ows:

a. Total nonthly gross incone. a. Use the anticipated total
nmont hl y gross earni ngs and/or
profit.

b. Earned | ncome Di sregards. b. Deduct from gross
earnings/profit in the foll ow ng
order:

1) The standard deduction for the
assi stance unit.

2) 20% of the renuninder

3) For purposes of determ ning
initial eligibility, anticipated
cost of incapacitated adult/child
care, not to exceed $175 for full-
time enpl oynment or $120 for part-
ti me enpl oynent, for each
child/incapacitated adult in the
assistance unit or if the child is
under 2, deduct anticipated costs
not to exceed $200, for full-tine
enpl oyment. For determ ning the
amount of the
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TANF MANUAL 7/ 04 PAGE 4
SUBSTANTI ATI ON AND PROCEDURES FACTS TO BE ESTABLI| SHED
2) The determni nation nust be 2) The agency may extend

made wi thin 30 days follow ng
the date of TANF application

the tine standard only
in cases in which

t he case agency needs
additional tine due to
difficulty in obtaining
t he evidence. This mnust
be docunented in the
case record
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Page 5

SUBJECT

Di sregarded -
Earned | nconme
VI |
O her | ncone

Unear ned | ncone
St udent | ncome

Di versi onary Assi stance
Amount
Eligibility
Peri od
Pur pose
Screeni ng
Vendor
Vol unt ary

Di vision of Child Support Enforcenent (DCSE)

Notification to Local Agencies
Support Col |l ected

Ear ned I ncone
Counted in Cal cul ati ng Paynent
Di sregarded
Di sregards
Di sregards Not Al l owed
Exceptions to Al owi ng D sregards
How to Cal cul ate Monthly Anmpunt
Profit
Reporting
Verification

Educati onal Loans

Eligibility - Initial
Eligibility - Ongoing
Emer gency Assi stance

Enmer gency Payee

SECTI ON/ PAGE( S)

305.3, p. 15-21; Procedures

305.4, p. 22-24b;
Procedures VI, p. 9-11
Procedures VI, P. 4-5
305.3, p. 15-16;
Procedures VI, p. 1

801.1 - 801.8, p. 1-3
801.5, p. 2

801.4, p. 1

801.7, p. 3

801.1, p. 1

801.2, p. 1

801.8, p. 3

801.3, p. 1

601. 1- 602. 5

602.5, p. 4-6

305.4, p. 24; 305.4, p. 46;
602.5, p. 4-6

305.3, p. 13

305.1, p. 3-6; 701.4, p. 2

305.3, p.18; 305.4, p.22
Procedures VI, p.1
305.3, p. 16;

Procedures VI, p. 3
305.3, p. 20-21

305. . 20-21

305. 6a- 8

305.3, p. 14

305.1, p. 10-11
Procedures VI, p. la

Wk W

Procedures VII, p. 4-5

401.2, p. 2
401.2. p. 2
203.1-203.4; 502.1, p. 2

502.4, p. 4a
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SUBJECT

Fr aud

Fugi tive Fel ons
Ful | - Ti me Enpl oynent
Fundi ng

Good Cause/ Non- Cooper ati on

Grant Cal cul ati ons

Grants and Loans to Students

Guar di an

Heari ngs

Horme Defi ned

Home Visits

| nruni zat i ons

| mproper Paynments

I ncapacitated Adult/Child Care Disregard
I nconme

Anti ci pating
Babysitting I ncone

Benefits and Services in Lieu of |ncone

Cal cul ating Monthly Income

Counted in Cal cul ati ng Paynent

O Excluded Children

O her Cash Incone

Prospective Determ nations/ Screeni ng
Sel f - Enpl oyment

Verification

| ncone - Excl uded Children

SECTI ON/ PAGE( S)
See Intentional Program
Violation
102.1, p. 1
103.2, p. 1
305.3, p. 18-19
100.3, p. 1

201.1, p. la; 201.10, p. 1-6;
Procedures X

Appendi x 3 to 305; 901.7, p. 7

305.4, p. 22 & 24a;
Procedures VI, p. 4-5

502.7, p. 9
104.1-106.6; 401.5, p. 9a-11
201.5, p. 2-3

401.2, p. 3, 401.3, p. 4
201.1, p. 2-3

503.1, p. 1

See Earned I ncone - Disregards
305.3, p. 18

305.1, p. 4-6
Procedures VIl, p. 2-3
305.4, p. 45

305.1, p. 6a-8

305.2, p. 12

305.4, p. 34; 401.2, p. 2
Procedures VI, p. 9-10
305.1, p. 1

305.3, p. 14

Procedures VI, p. la-2
305.1, p. 8-9;
Procedures VI, p. la-2,
p. 4-5

305.5
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SUBJECT SECTI ON PACE( S)

I ncome Tax Refunds 305.4, p. 23
Income Eligibility Verification System (IEVS) 402. 1

| EVS Reports 201.8, p. 1b
I ncone vs. Expenses 401. 2, p. 2e
Information to be Gven Cient 401.6, p. 11-13

Appendix | to 600

I nheritances See Lunmp Sum Paynent s
Inquiry for Information 401.1, p. 1
Intentional Program Violation (IPV) 102.1, p. 1-3; 102.5, p. 3a

| PV Di squalification Penalties 102.3, p. 2

| PV For s 102.2, p. 2
I nterest | ncone 305.4, p. 24s;

Procedures VI, p. 10

InterimReporting 401.3 H-J
I ntervi ews
Face-t o- Face (Redeterm nati on) 401.3, p. 4
I nt ake 401.2, p. 1-1la
Job Cor ps 305.4, p. 23
Job - Secured Enpl oynent See Changes - Incone;

305.1, p. 9-10

Joi nt Processing Tenporary Assistance and

Food Stamps (TANF & FS) See Single Interview,
401.1, p. 1la
Legal Base 100.1, p. 1
Legal | y Responsi bl e Persons 302.7, p. 6; 601.3, p. 4-5
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SUBJECT
Prospecti ve Budgeting

Protective Paynments

Put ati ve Fat her

Qualified Alien
Exception to the Requirenent

Questionabl e I nformation
Recoupnent / Recovery
Redi recti on of Support

Refl ecting | ncone

Rei nbur senent s
Rel ati onshi p

Rel ease of Information to U . S. Citizenship
and | mm gration Services (USCS)

Rel ease of Information - Benefits - Aliens
Renewal s
Rent/Utilities Paid by Spouse

Pai d by Soneone Ot her than Spouse
Rent al Property
Reports

Resi dence

SECTI ON/ PAGE( S)

305.1, p. 3-9

See Paynent

502.1, p. 1

305.4, p. 36a-37;, 602.3, p. 2-3
201.7, p. 1

201.7, p. la; Procedures I, p. 7d
401.2, p. 2d

503.8, p. 2d-5

602.1

See Changes - Incone; and
Prospecti ve Budgeting
305.1, p. 3-10

305.2, p. 12

Procedures |, p. 2-3

103. 4

103.3

401.3, p. 4-6

305.4, p. 36a

See Shelter Contri buted
305.4, p. 36a & 45

305.2, p. 13; 305.3, p. 14
402.1, p. 1

201.6, p. 5;

Procedures |, p. 5a
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SUBJECT
Single Interview (TANF & FS)
Social Security Benefits
Soci al Security Number (SSN)
Letter on SSN Updat e
Requi r enent
Speci al Cccasion I ncone
Speci fied Rel atives

St andard Deduction

Standard Filing Unit
St andard Wor k Deducti on ($90)

St andards of Assi stance
By G oups

State Board of Social Services
St epparent Deemi ng
Strikers

St udent
I ncone

Status Related to Incone

Al so see Conpul sory School Attendance;
VIEW Grants & Loans, Schol arshi ps;

Tr uancy

Suppl emental Security Inconme Recipients (SSl)

Support for Child Subject to Fam |y Cap

Support from
Absent Non- Cust odi al Parent
O her Non- Responsi bl e Persons
Putative Fathers Qutside the Hone
Spouse Qutside the Hone
Rel ati ves
Al so see Deeming - Stepparent

SECTI ON PAGE( S)
401.1, p. la

305.4, p. 24Db
Procedures VII, p. 5

Appendi x 1V to 201

201.8, p. 1;

Procedures |, p. 8-9

305.2, p. 12

201.5, p. 1-2

305.1, p. 2; 305.3 p. 16, 20-21
Appendi x 3, pg. 1-2; 901.7,
p. 8; Appendix 1, pg. 1-2;
Procedures VII, pg 1 & 3
302.8, p. 6d

305.4, p. 42

304.1, p. 1
Appendi x 2 to 304

104. 2

305.4, p. 37-43

201. 1D, Procedures IV, p. 6
305.3, p. 15-16;

Procedures VI I,

p. 1
Procedures VI, p. 1

201.1, p. la; 302.6, p. 2a
p. 4-4a;
Procedures 1V, p. 1 &4

201.12, p. 7
602.3, p. 2
305.4, p. 37
305.4, p. 36a-37
305.4, p. 36-36a
305.4, p. 33a-37
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Responsibilities - Eligibility Wrker
Responsi bilities - VIEWWrker
Sancti ons
Time Limts
Transfers
Transitional Benefits
Vehicle Value Limt
Vol unt eer s

Vol unteers in Service to Anerica(Vl STA)

Vocati onal Rehabilitation Referrals

Vot er Regi stration

Wage Assignnents

W t hdrawal of Application

Wor kf orce I nvestnent Act (WA)

Wor k St oppage

Wor kSt udy

901.3, p. 3-5
901.4, p. 5

901.6, p. 6-7; 1000, p. 58-65
901.9, p. 8a-9a

901.12, p. 10-10a; 1000, p. 66
901.13, p. 11; 1000, p. 66-67
901.8, p. 8-8a

901.2, p. 3

305.4, p. 23

901.2, p. 2

Appendi x Il to 400, p. 1-3
305.4, p. 38

401.1, p. 4

305.1, p. 2-3; 305.3, p. 15,
16, 305.4, p. 23; Procedures
Section VI1, p. 1

See Strikers
201. 1D, Procedures IV, p. 6

305.4, p. 22;
Procedures VI, p. 4a
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